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- SPEED-0-SCOPE 
Four adjustable legs tilt scope 
in every desirable position. 


Two 12 inch pull-out leaves gives a 
inch working surface to accommodate 
duplicator, impression paper 


ECONOMY SPEED-O-SCOPE = 


or misalignment. 
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Chairs 


Litetone 


Seeeeeemewercomeort and appearance, Security gives you 
Seeerete eomaics in Litetone... covered in a wide choice of 
fabrics, leather or leatherette or in beautiful combinations. 
ee There are these pieces and many others to round out the per- 


fect omice ... a Security Crestuine installation. 


om ean receive all the facts by writing for a Crestune Chair folder. 


BCURITY STEEL EQUIPMENT GORPORANION, AVENEL. NEW JERSEY 
, ae tae F oe ae 
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OFFICE MANAGEMENT AND EQUIPMENT —featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Geyer 
®, at New York, N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class matter on 

-20, 1946, at the P. O., N. Y., under the Act of March 3, 1879. Volume 8, No. 11, November, 1947. Subscription $2.00 per year in United States 
Possessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 
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FEDERBUSH RING BINDERS! 


These are ring binders with all the operating efficiency and durability that distinguish champions — 
on the track or in the office) Painstakingly designed and constructed, they always do their job of mak- 
ing your job easier! Immediately available. Packed 2 to a box. 

MEMO BOOK ll. FABRIC HINGE RING BINDER FABRIC HINGE RING BINDER 


STYLE RE. Binding: Flexible Black Imitation 
Leather with pocket, blind tooled; metal ports 
highly nickel plated with triggers. 


STYLE RJ. Binding: Black Imitation Leather, STYLE RH. Binding: Full Canvas; medium 
blind tooled; stiff covers; metal parts highly weight binder board, stiff covers; metal parts 
nickel plated with triggers. highly nickel plated with triggers. 


PRICE BOOK METAL HINGE RING BINDER METAL HINGE RING BINDER 
with Label Holder with Label Holder 


STYLE RJM. Binding: Full Black Levant Grain 
Imitation Leather, blind tooled; stiff covers; 
metal parts highly nickel plated with triggers. 


STYLE RE. Binding: Flexible Block Levant 
Grain Imitation Leather with pocket, blind 
tooled; bound in steel ring protector strips; 
metal parts highly nickel plated with triggers. 


_ % FEDERBUSH ¢ 


91 SEVENTH AVENUE + NEW YORK 11, N. ¥. 
When It Comes to Binders — Come to Binder Headquarters ... or Write for Qur Complete Catalog. 
4 OFFICE MANAGEMENT AND EQUIPMENT November, 1? 


STYLE RHM. Binding: Full Canvas; stiff cov- 
ers, medium weight binder board; mete! ports 
highly nickel plated with triggers. 
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Your business, 
too, is different 


Record-keeping problems are basically 
the same, whether you sell sea food, 
automotive parts or mail order dresses. 
But the best system for you can be 
determined only by careful study 


and unbiased judgment. 


Your Diebold man knows the 
fundamental advantages of all four types 
* of record equipment—rotary, vertical, 
visible and microfilm. Having all 

to offer, he is free to recommend the 
one best suited to your needs. 
Write today, or phone the nearest 


Diebold Branch or Dealer. 


iF €¢€eepere#ets&seé&t te ® 


MICROFILM «+ ROTARY, VERTICAL AND 
VISIBLE FILING EQUIPMENT © SAFES, 
CHESTS AND VAULT DOORS « BANK 
VAULT EQUIPMENT + BURGLAR ALARMS 
HOLLOW METAL DOORS AND TRIM 


S 
. 
2) 
©. 


DIEBOLD, INCORPORATED 
1417 Fifth Street, S. W., Canton 2, Ohio 


Please send without cost complete details on — 


Diebold Diebold Diebold Diebold Flofilm 
Cardineer Tra-Dex Flex-Site Microfilm 
Rotary Files Posting Trays Visible Binders Equipment 


HF cov- 
i ports 


Name _ 


Firm Name 
Address 


City and State 
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SOFTONE Finish — 
- COMPLETELY NEW COLOR FOR 
A COMPLETELY NEW DESK! 
of dealers who visited Chicago for the 

‘Convention admired — applauded and acclaimed the 
_premiére showing of the FLOW DESK. We've broken 
desk and the results will amaze you too. There's plenty 
of justification for all this enthusiasm because the FLOW > 
iva _ DESK is startlingly different—yet practical in every detail. 
mm. The FLOW DESK in Soft Tone Finish — illustrated above _ 
eg Tee is certain to create a new color vogue in office desks. 


a . 
Laypt® 


e 
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APPEAL OF AN EXECUTIVE DESK! 

“or those who prefer their desks modern in design — 
"traditional in color, we present The FLOW DESK in a k 
tiful walnut finish. Note the many features that « 


_ the diagonal base for greater foot freedom. There's the 
height with no center drawer. Other features are lock 


"the most important style change in clerical desks in 50. 


JASPER, INDIANA 
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The binding medium used in ACCOPRESS Binders is the 
ACCO Fastener of pliable steel. With more than 25 types 
ACCO Fasteners, all standard perforations supplied in Logg 
Leaf Forms are matched in ACCO binding service. 


‘n These Days of Catalog Building... 


CALLING FOR NEW CATALOG ISSUES, ACCOPRESS Binders ideally meet these speci- 


new supplements, new price lists, information fications. Capacities of a few sheets, or several 
bulletins —the important requirement is for hundred, are bound with the ACCO Fastener 
a cover of loose-leaf style for convenience and without awkward and space-wasting mechan- 
easy build-up —and of substantial character isms. Printing effects on the hard, smooth 


for day-to-day ser- pressboard fronts are 


vie-and with atk ACCQPRESS BINDERS tretecct es coom 


good appearance. er’s requirements. 


ACCO PRODUCTS Ine. 
RIVERSIDE DRIVE 
OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co. Limited, Toronto 


PAPER FASTENERS e BINDERS e FOLDERS e PUNCHES e CLAMPS e PAPERCLIPS 
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FELDCO Loose Leaf CORP. ixicxod seins: 


NEW YORK + 25 CENTRAL PARK WEST « PHONE Co- 


406 SO. MAIN sT., Los ANGELES - PHONE MICHIGAN 2646 


OFFICE MANAGEMENT AND EQUIPMENT 


goes the Craftsmanship that time alone can teach, 
With all her skill and diligence, the frontier seamstress falls 
behind the seamstress of today . . . for between the two lie 
years of PROGRESS . . . years of testing, proving, expeti 
menting. So, too, in the manufacture of ring binders, Feldeo 
craftsmen draw from the accumulated knowledge of 75 years 
concentrated endeavor . . . your assurance of greater durability 
and longer service. 


Pictured here is a specimen Loose Leaf Zipper Case Ring Binder from Feldeo’s 
200 Line. Full bound in heavy weight Baby Boar Grain Simulated Leather, 
made especially for Feldco . . . two large pockets . . reinforced zipper of 
three sides . . . extra large gusset . . . bound-in ring protector strip . . . welt 
edge binding. Duotone cross grain Leatherette lining . . . first grade full 
length nickel finish metal mechanism w ith boosters, 1” oval rings. Available 
in four standard sizes, assorted colors. 


FOR FURTHER INFORMATION SEE YOUR DEALER OR WRITE TO: 


"+ PACIFIC COAST + 788 MISSION ST. SAN FRANCISCO - PHONE 
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MECHANIZATION in the factory rev- 
olutionized production efficiency and costs. 


MECHANIZATION in the office, with 
Super-Filer, revolutionizes filing because . . . 


-.- It provides faster and better record service. 
.-. It takes the hard manual labor out of filing. 


... It reduces the number of drawers to oper- 
ate, index and supervise. 

...It reduces the number of top drawers to 
reach. 

..- It reduces the number of bottom drawers 
to stoop to. 


...It reduces cabinet frontage and filing 
clerks’ travel. 


...It reduces investment in equipment, be- 


cause fewer cabinets are required. 
.-+ It reduces floor space used for filing. 
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18% more “Payload” in Every 
Drawer with Super-Filer 


ta 
‘a 


ee ee ee ee ee ee eee eee ee 


All file manufacturers stress the importance of Record Compres- 
sion, and Compressors are standard equipment. But in the usual 
rigid-front file, with vertical compressor at the back of the drawer, 
at least four inches of filing space must be left unfilled in order 
to work the compressor and make the contents accessible. 


This is FOUR WASTED INCHES. 


pete cg a : the Swing-Front, with attached Throwback Com- 


dr to be filled to its full depth of 26% 
{aches. This Is o clear gain of 18% in filed material, or “Payload” 
—the purpose for which you buy a file. Furthermore, every folder 
from front to back, is readily accessible because of the angle 
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Super-Filer is the file with the unique Swing} Wi 
| Simple in its action, this feature revolutionize } of the 


office filing. The | 


You pull lightly on a handle. A latch unlocks, the } fect 
drawer coasts open, and the drawer front swing} Th 
down. The mechanized action of the front Throw. }width 
back Compressor has kept the contents sloped back. Jusual 
wards so that every guide and folder is visible. capac 


One easy movement of the left hand, with a finger Tw 
on the desired index tab, parts the drawer contents }* th 
You open and read the material in any folder like: 
book. Letters are dropped into position, without the 
necessity of removing folders. A light push closes the 
Swing-Front, applies compression to the records, and 
the drawer glides back into the case and latches 
safely. Filing is reduced to four quick, easy steps, 
from the eight to ten laborious operations involved 
in filing in the usual rigid-front cabinet. 


By making filing easier and simpler, Super-File 
also increases filing accuracy and speeds up servicg 
It means less tiring work for filing clerks and so im 
proves employee morale. 


Another value in Super-Filer, just as great, is the 
space saving made possible by the Swing-Front. fi 
the ordinary rigid-front file, at least 4 inches of the 
2654 inch depth must be allowed to operate thé 
compressor and to manipulate the drawer contents 
This reduces the effective filing capacity of a drawer 
to a maximum of 225% inches. 
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the greatest improvement in 
office filing since the advent 
of the steel file itself 


Swing-§ With Super-Filer, compression is applied by means _ floor space and making every bank of files more 
onizes § of the Throwback Plate attached to the Swing-Front. compact and easier to work at. 


The full 2654” depth of each drawer is utilized as 
-s, the | elective filing space—a gain of 4 inches, or nearly 18%. 


Super-Filer has other mechanical features which 
make it smoother to operate and give it longer life — 


swings} Thus a 5-drawer Super-Filer cabinet, of standard such as its welded framing, rigid cross bracing and 
hrow. {width and depth and only 4 inches taller than the _ progressive ball-bearing drawer suspension. Some of 
back.Jusual 4-drawer rigid-front file, has 487% greater these important features are illustrated below. Ask 


capacity than the latter. 


your local GF dealer or branch to demonstrate all 


finger Two 5-drawer Super-Filers hold as much material these helpful mechanical improvements when you 


as three 4-drawer rigid-front files, saving valuable look at Super-Filer in his showroom. 


ut th 50% less Floor Space for Filing with Super-Filer 


4-drawer files 


office activities 


AND | FASTER WITH SUPER-FILER 


As a Super-Filer drawer 
holds 18% more mate- 
rial, a 5-drawer Super- 
Filer has the same ca- 
pacity as six rigid-front 
drawers Sotwo 5-draw- 
er Super-Filer cabinets 
take the place of three 


If you use 24 five-draw- 
er Super-Filers, you dis- 
pense with 36 old-style 
four-drawer files The 
Super-Filers occupy 70 
square feet of floor : 
space, the rigid-front ae” 
files take 35 square feet 

more That's 50% more 

space—saved for other 


THESE OTHER MECHANICAL ADVANTAGES — 
EXCLUSIVE WITH SUPER-FILER 


ZF me E cf i 
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1. 


1. Adjustable Divide-a-Files 


2. Buttoniess Safety Latch 


3. Triple Security Lock 

4. Easy Drawer Removal 

5. Ball-Bearing Suspensions 
6. Superior Construction 
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a A GE SUPER-FILER 


every fice Filing Gob 


4 Super-Filer is available in a In width, units are made in Oversize 
full line of filing equipment. As (21.156” outside width), Cap-size (18 14"), 
illustrated below, you have a_ [etter or Ledger-size (15”) and Bill-size 
choice of 2-drawer, 3-drawer,4- (1314”). Special drawers may be had to 


e-8 drawer and 5-drawer cabinets, all 
ace with the famous Swing-Front drawer. 


accommodate cards and forms of various 


sizes—8x5, 6x4, 5x3, 2144x3—checks, 


Finishes available are gray, green, ma- tabulating cards, etc. In brief, Super-Filer 
hogany and walnut. Other colors and spe- can be supplied to handle any and every 
cial finishes supplied to order. office filing job. 


Z | | 
Super-Filer is stocked and sold by GF dealers and 
branches in.all important markets. For a demonstra- 
tion of Super-Filer, visit the local showroom. Inspect 
the units on display. Learn how Super-Filer can help 
you solve your filing problems, and save you money 
_at the same time. 


Three-drawer Super-Filer Super-Filer 

No. 53031 (Letter-size) No. 54041 (Letter-size). 
Case height—41'%,”” Case outside height—52%" . 
Width—15” Depth—28” Width—15” Depth —28” 


AT ea <> ae STAI y < ae 
==Gas— 
4 product of 
STHE GENERAL FIREPROOFING COMPANY 
421 EAST DENNICK AVENUE * YOUNGSTOWN 1, OHIO 
GOODFORM ALUMINUM CHAIRS + METAL DESKS + METAL FILING CABINETS «+ STEEL SHELVING 


PRINTED INU S A COPYRIGHT 1947 THE GENERAL FIREPROOFING COMPANY 14FE947 
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@ For the first time doctors, lawyers 
.. . professional men of all classes can 
afford dictation equipment! 


@ Every Mail-A-Voice is a complete dictating- 
transcribing unit at unprecedented low cost. 
Everyone can enjoy dictation today! 


@ Mail-A-Voice recordings are magnetic! Simply press a 
button to “erase”— no waiting, no wax, no waste. 
Use the same blank over and over... 


or store for permanent file. [2 ‘ — 
@ The Mail-A-Voice is lightweight, durable, portable— ala 
ideal for office or entire sales organizations. 


e With Brush auto converter, in-the-field dictation is ' $9 700 

simple. Records fold and mail in standard on y 

envelopes! Here’s a new way to report reais cae ae 
to your home office. “ 


Srctole-riest IN MAGNETIC RECORDING 


SEND IN THIS COUPON TODAY! 


FO OS DOS 2S28822OV2SO2OESS 


‘ 


See and hear the unique MAIL-A-VOICE 


' 
i 
l 
| 
| .. . Fill out this coupon and mail it today for a free bulletin on MAIL- ' 
| __A-VOICE and for a demonstration at no obligation! : 
| 
. Name = H 
1 
: Address 7 1 
i) 
| 1 
City and State 1 
1 Mail it to The Brush Development Co., Dept. O-5, 3405 : 
1 Perkins Avenue, Cleveland 14, Obio. 1 
\ ' 
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The VISECO- ACTION 


DESK TRAY. 


PATENT CqneES: 


THE 
TRAY 
THAT 
HANDS 
YOU 
YOUR 
PAPERS! 


Just reach in, press lightly on the 
action lifter and the papers actually 
pop up right into your outstretched 
fingers! No more scratching around 
in the bottom of the tray for that last, 
elusive sheet— you get them ALL AT 
ONE TIME with the VISECO Tray. 


OUTGOING: “Hands” your girl ~~ | VISECO alse Gives YOu these 
y ee additional features: 


@ Heavy metal construction — will last a lifetime. 


@ Nothing to get out of order about the action lifter. 


@ Real, resilient rubber feet to discourage sliding and to 
protect your desk or table top. 


@ Beautiful, modern, durable grey enamel finish. 


INCOMING: @ Stacks rigidly with unique, heavy half-round met 
Hands posts. 


“incoming” © Can be stacked with trays reversed so that your git 
papers at can also have the advantage of its action feature when 
this end. removing papers from “outgoing” tray — see illustration 


"4 at right. 


See it at your dealer’s — try it yourself. It is the only tray 
that gives you action as well as good looks. Priced no higher 
than ordinary trays. - 4 


THE VICTOR SAFE & EQUIPMENT CO. INC. 


North Tonawanda New York 
16 OFFICE MANAGEMENT AND EQUIPMENT November, 147 
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“Oh, 1 could name a million jobs “This tape is also excellent 


That Texcel does’ says Tex, For posters on the wall, 
“for instance, edging sample books For reinforcing looseleaf holes, 
Or mending tears in checks.” For labels, large or small.” 


“THE TEXCEL ‘STICKUM WILL NOT SLIP, 
IT'S BONDED ON TO STAY; 

SO TELEPHONE YOUR ORDER FOR 

SOME TEXCEL TAPE TODAY/” 


"tt seals your bulky envelopes, 
Your packages and such; 

It saves you fuss with glue and strings 

And sticks with just a touch.” 


TEXCEL TAPE 1 ROLL 


“TEXCEL” REG. U. S. PAT. OFF. 


Texcel Tape.2=:. 


INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 
November, 1947 OFFICE MANAGEMENT AND EQUIPMENT 17 
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As the name implies, Silk Spun carbon paper 
offers a limited number of discriminating 
executives and operators a product of uncom- 
promising standards that long has been rec- 
ognized for producing the greatest possible 
number of clear, clean, brilliant copies. These 
fine examples of precision workmanship are 
made by the exclusive “M&V” Duplex Proc- 
ess that literally forces the rich ink mixture 


FINE CARBON PAPERS 
18 


OFFICE MANAGEMENT AND EQUIPMENT 


PRIDE IN SKILLED CRAFTSMANSHIP 


through every fibre of the tough, though 
extremely light weight paper. They provide 
a far greater intensity of copy yet economi- 
cally insure a more gradual weardown. All 
Silk Spun ribbons continue to be made of 
the finest quality genuine pure silk fabric 
produced. They insure accurate work of un- 
excelled neatness and uniformity even under 
the most exacting machine conditions. 


Now available in Ultra Modern ‘‘Curl-Less’’ 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


& INKED RIBBONS - PARK RIDGE, NEW JERSEY 
November, 197 
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Iu Stationery Stores 


THE BEST SELLER...NATION-WIDE* 


ae RENEW-POINT FOUNTAIN PEN 


By actual count ...in stationery stores the country over... 


7048 isl Wd more customers ask for Esterbrook Fountain Pens. .. more 
customers buy Esterbrook Fountain Pens than any other! In 
_ f fact, the count shows Esterbrook out-selling the next leading 


pen nearly 2 to 1! 


It’s simply that Esterbrook, with “‘the right point for the way 
you write”’ pleases more people. No other pen offers so many 
point styles. No other pen can write so well for so many people. 


That’s what makes Esterbrook’s faster turn- 
over. Capitalize on it; keep your stock complete. 
Turn every Esterbrook prospect into a sale. 


The Esterbrook Push Pencil... 
Another leader! A push on the top feeds 
the lead as needed. Feeds 2 feet of lead 


THE without reloading. Patented tip eliminates 


RIGHT POINT “lead wobble” and “‘jamming’’. Colors to match 
FOR THE WAY Esterbrook Pens. 

YOU WRITE 

33 numbered point styles 


Push the top to feed the lead 


*From the findings of a nation-wide sur- 
vey of customer purchases in stationery 
stores conducted by National Analysts, Inc. 
Ceoeeeeceseeeeseeseseesseeseseseseeseeeseseses 


TO SELECT OR 
RENEW HERE'S 


ALL YO 
: . ba The Esterbrook Pen Company, Camden, N. J. 


Please send your new colorful lithographed displays to: 


STORE NAME 


ADDRESS 


WO REPAIR DELAY... JUST UNSCREW IT... THEN ‘‘RENEW"’ IT 


SEND FOR NEW WINDOW AND COUNTER DISPLAYS... 
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GENERALS: 


' : 


POINTS THE WAY TO BETTER OFFICE EFFICIENCY 


Pencils that correctly suit every purpose 


Depend on strong, smooth GENERAL PENCILS to satisfy your 
office needs. For writing or marking—indoors or out—checking, 
copying in colors or china marking pencils, drawing pencils, 
graphite or colored, soluble or insoluble. 


Wlakhsie of, Pisce Frscetle vive LEG 
GENERAL PENCIL COMPANY 67-73 Fieet street, JERSEY CITY 6, N.4 
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GIVES ALL THREE 


i. BEAUTY 
2. LONG LIFE 
3. ECONOMY 


Also 2, 3 or 
5-Drawer Sizes 
We also manufacture a 
complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


Extra strong! Sturdy 6- Torque plate reinforce- 
t frame, rigid cross- mentunder each drawer Cabs 
racing, full-opening shelf. Rigid frame con- 


drawers. struction! 


el quipment Files. They’re packed 
e lasting satisfaction, and they're 


maeepension cradle guarantees smooth-action 
rever there are moving parts on an A-S-E file, 


ALL-STEEL EQUIPMENT FILES | Movement, positive side locking follower block is 
— i . = Seriy adjustable every % inch. Drawers pull out even with 


fe, giving 26'4-inch lineal filing space. 


e For information on these and other hidden A-S-E features, 
write today for complete information. There’s no obliga- 
tion, of course. 


frosts are flan- 
ech and welded to 
providing extra 
th 


mae proof fin- 
qei = -.- FOR BETTER FILES—BETTER SEE A-S-E... 


ALL-STEEL EQUIPMENT INC. 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 
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Brilliant 
19485 Line 


i ig a 


a Pees 
ret — New Number 


bok 


*Bestin 67 Years” 
*Cireline™ | 


for “Circline” 
Fluorescent Tube — 
New Idea In 


That summarizes the judgment of Buyers who’ve 
seen the outstanding new lamp designs in the 1948 
Faries line. Repeat orders indicate that lamp buy- 


ers, find the new models attractive. 


-. Fluorescent 
Desk Lamp — 


with Removable 


Desk Lamps... . incandescent and fluores- 


cent . . . distinctively designed and beautifully 
finished. 


Floor Lamps, 


Torehieres. 


20091 | 
The “Executive” — 
Handsome Lamp _ 


To Complement — 
Fine Offices 


Special Purpose Lamps for general and 


private offices, hotels, clubs, schools, etc. 


See Your Local Dealer or 


60243 


“All-Around” 
Incandescent Lamp 
For Every Use 


WRITE TODAY 
for new 


1948 Catalog 


Teas 


sremeser secret 
ee 43 


13000 | 


a 


PS 
be The Glider 
Showing te Fluorescent Light 
Complete arty paag es 


Line 


Manufacturing Company, Decatur. TL 
Pioneers in Lighting Equipment Since 1880 


Fe 
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How to be Popular with Secretaries 


Little things can make a big difference 
to a secretary. Take carbon paper, for ex- 
ample. The patented features of Webster’s 
Micrometric make it unlike all others — 
and she'll love it, Its numbered scale along 
the edge takes the guesswork out of spac- 
ing a letter or report. And she can remove 
Webster’s Micrometric Carbon Paper 
cleanly, without touching the carbon sur- 
face. It saves a lot of time and trouble. 

Micrometric costs no more than other high- 
quality carbon papers. 

You'll get immediate delivery of 


Micrometric Carbon Paper—and the com- 
plete line of Webster products — from 
factory warehouses located from coast to 
coast, or from 1500 Webster dealers. This 
is a good thing to remember the next time 
you order carbon papers or typewriter rib- 
bons; duplicating carbon papers and acces- 
sories; carbon paper ribbons for photo-offset 
work; ribbons and carbons for Elliott-Fisher, 
Addressing, Adding, and International 
Business Machines. Consult your nearest 
dealer, or write to F. S. Webster Company, 
9 Amherst Street, Cambridge 42, Mass. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


a a 


OFFICE MANAGEMENT AND EQUIPMENT 


a ae. oe ee eee Vig ae. | og 
ber, Yi al % 
‘ AEN <—&K . ’ 
ad % Va i | : 
z | a \/\ 0 . 
—I | R — a 
> \y | 
4 G 5 . | | | 
ee 4 
ns 4 | 
l | 
. 
: .: 
| : 
| 
SE | November, 1947 23 j 
 . _~_ a ew lUl Ue UCU 


G?-, Direct Name Filing System 
File by Number—Find by Name 


ae re 


Numerical indexing is the quickest and most accurate 
method of filing letters. Alphabetical indexing is the quick- 
est and most accurate method of finding letters. The “Y and Ss 
E” Direct Name Filing System combines the advantages of Really 
both—to make your filing - - 
1. Simple—anyone who knows the alphabet and can count 

is able to operate the filing system quickly and accurately. 


2. Fast—actual stop-watch tests made in over one hundred 
business offices prove that papers filed by this system can 
be found in less than 10 seconds. 


3. Economical—the cost of installing the “Y and E” direct 
Name System is more than repaid by the executive time 
saved when papers are requested. The capacity of each 
filing clerk is automatically increased by the system— 
which is a true saving. 


Send for Free Folder—‘Is your File Really Efficient”. 
This demonstrates visually all the points of an efficient filing 
system. We will also gladly send you Office Manual Section 
17. It is a complete set of Instructions, Indexing and Filing 


Rules. 


FOREMOST FOR MORE THAN SIXTY YEARS 


ie, YAWMAN 4»? FRBE MFG... 2°25": 


1045 JAY ST., ROCHESTER 3, N. Y. 
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Wear-Ever made this Aluminum Chair 
STRONG. To prove it can withstand 
abuse, the chair was loaded down with a 
200 lb. weight then tipped backward and 
dropped forward 414" mechanically 
100,000 times. Despite this terrific jolt- 
ing, the chair remained tight and undis- 
torted. Even with a book under one leg, 
the chair won’t wobble. High yield 
strength, extruded Aluminum alloy 


makes it STRONG. 


STRENGTH is only one of many features 
of this new Wear-Ever Aluminum Chair. 
The silvery Alumilite finish can’t corrode, 
chip, crack or peel and is unaffected by 
extremes in temperature and humidity. 
Both metal and the tough upholstery are 
easy to keep spotless with a damp cloth. 
Non-marring leg glides protect rugs and 
floors. 


BEAUTY and grace of line make this chair 


ideal for use anywhere. Comfort is assured 
by the posture-correct proportions, and 
large shaped seat and back. And there’s a 
choice of rich upholstery colors—Red, 
Green, Blue, Ivory, Dark Green and Dark 
Brown—to harmonize with any color scheme. 

Try one of these chairs. Your supply 
house will gladly show it to you, or mail 
the coupon to The Aluminum Cooking 
Utensil Company, 2311 Wear-Ever Build- 
ing, New Kensington, Pa. 


We would like to see the new Wear-"ver Aluminum Chair: 
| F A R - & V i R | NE See ciirbona Also price on (Quantity) 
I 


flaminwn 


Ri 
) aS 6 Sc tnn Dab ace y chee bch can deere ce 
PN aoe a as GW Eu eee Wate OWe ec bike wees 
Dor dubharssdswabsskeenss NE 58s 8 


T_T | 


OFFICE MANAGEMENT AND EQUIPMENT 


. oo ae ee. ee 
a oOo 
4 % 
- * 
t if £5 , i= aR 
se | . 
id 5B 7 ; — fu i. aa 
j tet: ] — é | : 
| : en i (te as . — ae, i ; : f 
i ' ‘Ns : ' ‘ ; } 
im jie -" - = —_— _— 
A H Fae ¢ B ji me =) 4 : : p P j ; 4 
i oar oe a = j j ~ ea a ag 
Re ye ee ee | : coe Sutin ee } | 
ne. <> se ag 
‘a as & Ss Ss * Zs - | . r ~ 2 oe = i 
. : yee, Ex a thy St ie : SELF- aa 
a . —_ ™ ewan” 5 
: : ey — LEVELING a 
‘ | 
} 
} 
a 
al 
a 
} = q 
= a -E 
LAVIN 7 
Cc | j 
eS {hiay af 
He 
secret MARK | i 
; 1 : 
; : 
oo 3 
I | 
oerereee e ] 
: eee ee eee I i : 
eee 
BE | Movember, 1947 a 25 ; 
BS ie oe. ie. Mi ce oe a ee : ce ee ae t ee be 


IN THE ,7otefront OF 
AMERICA’S BUSY FUTURE 


} . 
The striking beauty, the distinctive styling of the Browne-Morse , ; 
“Modern American” Steel Desk enhance the appearance of any 
office. Its streamlined unified construction gives it the ability to take 
hard wear and abuse. 


The “Modern American” adds to the efficiency of any office. Drawers 
respond to the slightest pull ... open and close smoothly and 
silently. Complete interchangeability of drawers gives you the con- 
venience of an arrangement that fits your needs. 


It's no wonder that modern executives who are really interested in 
office efficiency are saying: “Here's the desk for me.” 


A ick glance at the colorful ges 
of the new “Modern American” bulle- 
} tin will show you the many advan- 
tages this distinctive desk has for you. 
A free — will be sent you upon 
request. rite today. 


Browne-Morse 


Architects of Efficiency for America’s Office 
MUSKEGON MICHIGAN 


ee 
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ADDING 
MACHINES 


i Dedederiter is complete withoul The TYPE-LIGN. 


TYPE-LITER®* . . . the lamp to triple speed and efficiency . . . lights the om | 2:00 


way to greater output! LIST 


Available at Your Dealer 
TYPE-LITER sheds a dependable, fluorescent light right on the copy or Write Directly 


oie guards health; prevents eyestrain, decreases fatigue. 
Solves your lighting problems . . . replaces the out-dated desk lamp . . . simplifies overhead lighting 


problems. 
Light your office in 1947 style with the TYPE-LITER! Order Now! 
EXCLUSIVELY OURS: 
® Easy swivel adjustments ® Lumarith plastic a product of Celanese 


Corp. of America 
@ All i 
——garias * A.C. Current, D. C. Available (No Extra 
@ Beautiful modern design plastic shade in Charge) 


mahogany or walnut colors Individually boxed 
® 8 Watt Fluorescent lamp ® Instant Starting Switch *Pascnsed 
ACME LITE PRODUCTS CO. 
350 East 182nd Street New York, N. Y. 
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Your office functions on paper— pape 
that varies as to quality and surfacg 
strength. Messy erasures and torn pape . 
surfaces cost you money. 


Wha 
B; 


( 


Solution? Specify erasers that are mated 
to the kinds of paper you use—th 
have been laboratory-tested on tho: 


papers to give faster, surer, cleans 
corrections — for pencil, ink, typewrite’ 
or office machine. 


VAN DYKE 65000" 6505 
VAN DYKE 5580 or 5587-brosh 
VAN DYKE 65000 6587-tresh / 
VAN DYKE 5580 or 5S87-bresh 


Typewriting 
BUSINESS MACHINES 


Mail coupon now for your 
FREE “ERASER -SELECTOR -WHEEL” 


on, tm Se . grat ... automatically and accurately picks 


pono : TO CHOOSE | , ihe proper Paper-Mated Eraser for 
every business need. 


EBERWARD FABER 


EBERHARD FABER PENCIL CO. 
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Dept. OM-I1, 37 Greenpoint Ave., Brooklyn 22,N. Y. 

Gentlemen: Please send me, without charge, yOu || (Liber 
—_ — “ ERASER-SELECTOR- WHEEL” pac 
od" Laden SP eae & 
ESERHARD + ASEE " NAME Sse 
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OFFICE MANAGEMENT 


and EQUIPMENT 


Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


Testimonial To Progress 


%* BEGINNING with this issue, this magazine is privileged 
to feature, as it does at the left, the insignia of the Audit 
Bureau of Circulations and the Associated Business Papers. 

Election to membership in these two organizations is always 
a significant milestone in the progress of a magazine, indi- 
cating as it does, in the case of ABC, the development of a 
paid circulation in its chosen field, and in the case of ABP, 
acceptance in an organization comprised of the country’s lead- 
ing business papers, all adhering to a rigid code of editorial 
and advertising ethics intended to insure their readers com- 
plete and accurate coverage in each of the special fields served. 

Established seven years ago by a publishing house which 
has behind it more than seventy years’ experience in business 
journalism, OFFICE MANAGEMENT AND EQUIPMENT quickly 
outgrew the limits set upon it by its original name of OFFICE 
EQUIPMENT DIGEST, and took as its special province the whole 
field of office management. 

Reader acceptance has been prompt and enthusiastic from 
executives interested in every phase of the progress of the 
modern office. Through presidents, general managers, treas- 
urers, controllers, office managers, auditors, accountants, pur- 
chasing agents, and others in an executive or supervisory 
capacity, this magazine reaches thousands of the nation’s 
largest offices with an editorial and advertising content aimed 
to bring them the latest information on every development 
contributing to office efficiency and progress. 

We are proud to feel that our participation in the constant 
advance of the American office is meeting with such vastly 
encouraging support! 
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The Only Magazine 


edited for and circulated 
exclusively to top office 
management execufives of the 
nation’s largest business and 
industrial organizations 


Now a Member of the 
Audit Bureau of Circulations 


In keeping with the rapid progress of this publication, and reflecting its 
genuine service to the industry 


OFFICE MANAGEMENT AND EQUIPMENT 


has been elected to membership in the AUDIT BUREAU OF CIRCULA- 
TIONS and the ASSOCIATED BUSINESS PAPERS 


This is the only paid circulation 
magazine offering thorough 
coverage of the nation’s top 
office management executives. 


Member Audit Bureau of 

Circulations impartial 

measurement of reader 

interest in terms of paid 
circulation. 


If you have a story to tell or 
something to sell—tell it and 
sell it through the pages of the 
office executive’s own maga- 
zine: to the treasurers, control- 
lers, office managers and pur- 
chasing agents. 

These are the men who are 


Member Associated Busi- 
ness Papers authentic 
facts relating to editorial 
scope and reader cover- 
age. 


responsible for office manage- 
ment, personnel and purchas- 
ing in the offices of the nation’s 
largest industrial and com- 
mercial organizations, in edu- 
cational and governmental 
agencies, associations and 
bureaus. Write for Rate Card. 
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TOPICS, The GIFT AND ART BUYER, SPORTS AGE and TRADE DIRECTORIES. 
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The on , binet having 
_* | AN ACHIEVEMENT 
Ar Flo drawers... IN ENGINEERING SKILL 
/ The only cabinet having ; AND DESIGN 
& sUspension cradle LETTER. SIZE GREEN WALNUT’O# 
oe BS. oP No, Wide High Deep oR Gray MAHOGANY 
within « suspension cradle. . . 1004 14%" 51%” 28%" $64.75 $79.75 
Automatic lock for above $11.00 additiono! 


baPrices slightly higher in Zones 2 & 3. 
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STEEL STORAGE CABINETS 
No. 349L 


A sturdily constructed cabinet of heavy gauge 
steel. Will keep your office supplies and 
printed matter clean and orderly. As a storage 
cabinet for hand tools, or even liquor, will pay 
for itself over and over again by preventing 
pilterage. Doors are thoroughly reinforced 
and are equipped with a two-way locking 
device controlled by a paracentric lock. Two 

adjustable steel shelves. Olive green or Cole 

gray crinkle finish. 


CABINETS 


Ne. 349-5. sturdity constructed cobinet of heevy 
gouge sietl. Denigned for many uses. Will keep 


Illustrated above 3 No. 349-S 
‘ j eg cabinets used as book cases. 
Gray cine, MALE” high, 20° wide, 15° Can also be used for record albums. 


& CUTS OR PHOTOGRAPHS OF ABOVE ITEMS AVAILABLE ON REQUEST 
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OFFICE 

N OVERHEAD 
MUST 

COME DOWN 


By P. H. Littlefield 


Vice-president and treasurer 
Canada Dry Ginger Ale, Inc., New York 


* ONE SOURCE of profits or savings—one 
Meese of waste and loss—lies between the office 
Mentrance and the boss’s desk. Why spend good 
Mamoney on unprofitable office activities? Why not 
ite as critical of the office as of the factory? 

It is typical of American business men that 
Mineir belief in growth, as the answer to future 
Mofits, prevents them from taking those imme- 
diate steps which would increase present profits. 


READ WITH CARE 


@ HERE is a most unusual article, approaching 
the problem of cost reduction from a most 
unusual angle. It calls for thoughtful reading 
and reflection. , 

Mr. Littlefield feels strongly that attempts 
at effective reduction of office overhead very 
frequently peter out because the attack on 
costs is scattered over minor objectives rather 
than concentrated on the most obvious front. 

What do readers think of his argument? 
The Editor will be interested to have your 
comments for publication. 


The idea of reducing office personnel and opera- 
ions is contrary to the conviction that the busi- 
iss will grow to such an extent that the present 
iffice, the existing personnel, should not be cur- 
tailed in any way. 

The general reluctance to take definite action 
lis not prevented office managers from examin- 
ig their practices with the view to improving 


methods and increasing the efficiency and output 
Of offices. 


P. H. Littlefield 


Top management of business and industrial 
concerns has three reasons for lack of profit, 
which are: 

1. High wage rates. 
2. High material costs. 
3. High taxes. 

No individual management can rapidly change 
the effect of those costs upon profits. 

Management can do something about non- 
productive office overhead and frequently does. 
This kind of action is usually taken in one or two 
ways. Those responsible for the management of 
an operation decide to reduce the cost of the office 
and that cost is arbitrarily reduced by the total 
elimination of some service, the radical curtail- 
ment of personnel, or a drive on electric light 
bills, telephone calls, and a number of forms used 
by the company. Whatever may be accomplished 
by this kind of temporary saving, it is true that 
it is practiced only when the need for reducing 
office costs is more impelling than the belief the 
company will grow. 

The second practice intelligently followed by 
many or most concerns is the continuing examina- 
tion of methods to discover better ways of doing 
the work or changes in practice, which will in- 
crease individual and over-all office efficiency. No 
office manager would be guilty of refusing to 
adopt a practice which would make it possible for 
him to carry out his work in a simpler or more 
efficient manner. 

Neither of those methods will produce that kind 
of reduction in office overhead which must be se- 
cured to help offset the effect on profits of high 
labor wage rates, high material costs, and high 
taxes. (Turn to next page) 
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It is not correct to take arbitrary unintelligent 
action in reducing costs when that action might 
affect progress. It is not sufficient to adopt those 
changes in practice which will increase the effi- 
ciency of the office by a few percentage points 
or a few dollars in payroll. The problem of non- 
productive overhead should be attacked at the 
cause by action which will assure a maximum re- 
duction in costs and take care of the reservations 
about future progress. There is only one test for 
work of the non-productive office type and that 
is—would the company lose money now, or in the 
future, if this work was not performed? If the 
answer is “No”, it is poor business to change 
the practice just to improve the efficiency of the 
operation. It isn’t a question of whether the work 
should be done well or poorly. The question is, 
can it be eliminated. It is a fact that office tasks 
originate as the result of managerial requests 
or as the result of an apparent requirement under 
the heading of office practices. Organization 
needs lead to the addition of personnel and the 
addition of routines and practices. These continu- 
ing and expensive practices must be taken apart 
and each part submitted to the acid test of abso- 
lute need. 

Within a company, the individuals most in- 
formed about the office practices followed and 
the relationship between organized units are the 
department heads and the office managers. Those 
individuals, who have built up the offices, who 
have instituted the practices, and who have made 
changes to increase efficiency and output, are the 


“KEEP THE LID ON OFFICE COSTS" 


was the theme of the Conference on Office 
Management Problems being held by the 
American Management Association in New 
York, October 20th to 2Ist, as this issue went 
to press, 

In the December issue of Office Manage- 
ment and Equipment we will present the vari- 
ous suggestions on this important subject pre- 
sented at the Conference. 

Meanwhile, here is an article written for us 
by a widely known executive who considers 
the whole important subject from a decidedly 
unconventional angle! 
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people who have to be depended upon to eliming, 
work. 

Can they be depended upon to do it? I do 
think they can. Will they do it if the need for 
reduction is pointed out to them? I don’t thiy 
they will. Will they intelligently take the st- 
necessary to reduce office operations to a } 
essential minimum? No, I don’t think they yj 
and they won’t for the following reasons: 

1. Any change in practice is contrary to 
reasoning which .led to its adoption. 

2. They are trained in the way of doing thing 
—not in the ways of undoing. | 
3. The size of the office operation, its mystery; 
ous complexity and its relative cost, is a meas 
of the presumed indispensable nature of the wor 
itself. 

Top management must act 


It is for these reasons that the top mana 
ment of a company must initiate the action by 
means available, and secure the help of all th 
individuals who can contribute a program for th 
elimination of unnecessary, non-essential actiyi 
ties and reports, so that non-productive overh 
will come down. 

Let us take a look at an ordinary office. Th 
conventional approach to cost reduction begi 
with electric lights, telephone calls, forms, and 
payroll. None of these items are effective in prop | 
erly reducing office overhead. 

Let us discuss a file cabinet—four drawers of 
sheet metal painted green, $60 delivered. Every 
one of these cabinets represent thousands ani& l 
thousands of dollars of non-productive effort. Th.\v la 
correspondence filed means a typewriter, a stocktare 
room, a file room, a stenographer, social security T! 
taxes, a payroll charge, but principally a lot of’ ask 
words on paper, 85% of which are unnecessary, i f P 
measured by profitable requirements. hi 

The impulse to disagree with someone else’ ll, 
position, the need for “put it on the record”, thePT 
feeling that every piece of written correspond-"*™ 
ence should be acknowledged, the failure to make ™al 
proper use of the waste basket, and the urge it 
everyone to keep a copy, a special file, a date file,""* 
and a follow-up file, are among the reasons why 
the file cabinet is much more symbolic of non 
productive overhead than a burning light or a few 
telephone calls. Efficient practice requires that the 
file cabinets be centrally located and placed under| 
qualified, technical supervision, but what kind of 
saving is that if the material placed in the fik 
cabinet is the result of unnecessary and unprofit 
able regulations and practices? 

It takes knowledge, a desire, and authority and 
action to stop useless work. .. [spo 

A few of the signals of misdirected emphass| 
in an office are rows of push buttons, in and ott), 


(Turn to page 80) me! 
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iming: 


Helen Hladky and Muriel Higgins assembling sets of production control forms for analysis purposes— 


a step in the systems procedure at Mir 


PRACTICAL SYSTEMS DIPLOMACY 


By Donald Peddie and K. N. Cervin 


Awers Oi 
1. Every 
nds ane UNDERTAKING a major systems project in 
‘ort. Thiv large department of any company deserves a 
a stocktareful approach. 
security The systems man probably has the immediate 
a lot ofask of acquainting himself with several jobs and 
sary, i f placing himself temporarily in the position in 
hich several different people function. Above 
ne else's#ll, he must master the intimate details of many 
srd”, theProcedures directly associated with the prob- 
respond-lem of the moment, because success in systems 
to make*Malysis hinges upon mastery of details. And the 
urge of Success of the project depends in very large meas- 
date file,Ure on the exercise of intelligent diplomacy. 
ons why Look at the forms and paperwork! 
of nor- That should be the systems man’s starting 
or afew point in engineering a major program, such as 
that the he partial conversion of a payroll or production 
ed under control department to tabulating equipment and 
+ kind of punched cards. Every piece of paper used re- 
, the fik flects some of the work performed by the depart- 
unprofit ment. A request for a sample of each type of 
form used or appearing in one department will 
ocity sal bea large order but not a difficult one; probably 
a girl handling office supplies can be made re- 
emphasis sponsible for collecting the necessary assortment. 
ery The next step is to study those forms until a 
Preliminary outline of the work of the depart- 
ment under observation begins to take shape. 
mber, "November, 1947 


Accounting Department, Minneapolis-Moline Power Implement Co., Minneapolis 


Much can be learned from sets of forms, even 
blank ones. Soon many series of questions will 
suggest themselves, and the systems man will be 
starting to think about departmental operations 
on an intelligent, informed basis. 

Then he should develop a group of questions 
to apply to as many of the forms as possible. 
Where necessary, individual series of inquiries 
might be developed. In general, the question- 
naire attached to each form and sent back to the 
department which is to be the scene of the sys- 
tems overhaul could run about like that printed 
at the top of the next page. 

Putting oneself in the precise work situation of 
several people in one large department can be a 
slow, troublesome process. Without a definite 
plan of attack, anybody may be unfortunate 
enough to pass from person to person for days 
without collecting anything more than isolated 
facts and few connecting links. In order to avoid 
this pitfall, the systems man must logically begin 
his survey by collecting and piecing together the 
department’s operational details into an under- 
standable pattern. The question is how to break 
the ice and get started with a minimum of in- 
convenience to all parties concerned. 

It is often said that a systems man who spends 
all of his time in an ivory tower and never gets 
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down to the operating level for background in- 
formation is not worth his salt. In this regard, 
however, moderation appears to be in order. 
Collecting first-hand data and testing results on 
the firing line are invaluable, but they can be 
overdone. 


FORM QUESTIONNAIRE 
(Please answer every applicable question in as much detail 
as is known by your department) 

1) Name and number of form 

2) Purpose 

3) Inter or intra-departmental 

4) Origin of the form by department 

5) Frequency of preparation or receipt 

6) Length of time to accumulate informa- 
tion and prepare entries. 

7) Source of data appearing or entered 
upon form. 

8) Number of copies prepared or received, 
distribution,. and complete routing 
throughout ofganization.) 

9) Approximate destruction date or pro- 
cedure. 

10) Information appearing on form which 
is not apparent from design of form 
itself. 

11) Related forms (i.e., forms which assist 
in performing same major function). 

12) Other pertinent information. 


A systems man cannot fail to cause a certain 
amount of disruption when he alights upon one 
given department or unit for background data. 
Carrying the point to an extreme seldom reached, 
he can become a nuisance to the operating people 
interviewed. And despite the emergence of sys- 
tems work as a profession in its own right, the 
implication of slight dissatisfaction with operat- 
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ing personnel persists. Some of the latter my 
feel that management is politely telling them thy 
they cannot see the forest for the trees—esp 
cially if the mission happens to be strictly intra 
departmental. The systems man should be vig; 
lant lest he aggravate the situation. 

A careful systems man may even Correctly 
point out that his assignment to the work at han 
(even work which concerns but one department; 
represents an attempt to solve problems to whic 
busy operating supervisors cannot devote suff. 
cient attention because of more important dail 
duties. 

The most effective systems man probably nun! 
bers among his attributes the ability to utilix 
completely his time away from the creative ref 
uge. He knows shortcuts in collecting enougt 
information to keep him occupied for a greaj 
many hours. —: oe 

Better still is a systems specialist who can ob 
tain much background material without ey 
troubling key operating personnel. Departments 
operation and procedure manuals would be id 
tools to have for this purpose, but how many com 
panies could produce them? Reading matter fo 
specific work situations is seldom available o 
even useful, but it is possible to get a start wi 
out actually confronting the operating people 
Later, when the actual interviewing begins, th 
systems man will be grateful that he alread 
speaks the appropriate language, the langua 
of the department. a 


Form analysis will start an inexperienced | audi 


tems man off on the right foot and will give th 
old-timer a worthwhile review of his subj 
matter. 


(Our cover picture) Tra 


% AMERICAN business executives have always 
been quick to take advantage of every develop- 
ment which promises to add to the efficiency of 
their organizations. We lead the world in the ap- 
plication of ingenious office machines and equip- 
ment to office work day by day. Will coming years 
see the airplane take its place among the indis- 
pensable mechanical adjuncts of the office? 

The pictures on our cover this month are in- 
dicative of a typical tie-in of office and airplane. 

At 2:30 on a certain afternoon not long ago, a 
Ford Motor Co. engineer received a suggestion on 


fan blades designed for the 1948 Ford. Seven* 


minutes later he called Louis Schwitzer, president 
of Schwitzer-Cummins Co., Indianapolis, Ind., to 
ask the assistance of that company in designing 
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the pitch of the blades. At once Mr. Schwitzer, 4 also 
licensed pilot, flew with two associates to Dear afte 
born, Mich., from the co-pilot position in his com} the 
pany’s Beechcraft. acti 

Met at the Ford airport by a Ford driver, My ‘T 
Schwitzer was rushed to a conference with Fon} Wee 
officials on engineering and cost problems involve men 
in the fan design. orge 

All problems quickly solved, the Schwitey D.t 
Cummins officials were soon ready to return 1 


their Indianapolis office. (the 
The cover picture shows Mr. Schwitzer, rig - 
with Louis Schwitzer, Jr., executive vice-pre -@ 


dent, and Kurt Beier, Schwitzer-Cummins chi 
engineer, leaving their office for the Indianap dt 
airport to board their plane. 
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Photos by Ollic Fife, New York 
—to see the new things, to hear the new ideas 


OFFICE WEEK FORUMS 


at National Business Show 


By Charles Hackett 


% THE National Business Show played to an 
audience of close to 90,000 in the course of its 
run at Grand Central Palace in New York Sep- 
tember 29th to October 4th, as office executives 
and personnel came to see the new office equip- 
ment, machines and supplies that will exert a 
profound influence on the conduct of office opera- 
tions during the coming year. 

The Office Week Forums, sponsored by the 
Office Executives Association of New York, the 
Transcription Supervisors Association of New 
York, and the Filing Association of New York, 
also drew its full share of attendance at morning, 
afternoon, and evening sessions which brought to 
the rostrum many outstanding men and women 
active in the office management field. 

The various speakers on the program of Office 
Week Forums were introduced by sessions chair- 
men drawn from the membership of the three 
organizations responsible. These chairmen were 
D. E. Griesemer, Babcock & Wilcox Co., president 
of the Office Executives Association of New York 
(the New York chapter of NOMA) ; E. H. Conar- 
re, Metropolitan Life Insurance Co.; J. S. Wiltse, 
Johns-Manville Sales Corp.; A. G. Whaley, United 
States Steel Export Co.; Miss Carolyn E. Slocum, 
Electrical Testing Laboratories, Inc., president 
of the New York State Federation of Business 
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and Professional Women’s Clubs; Martin Pohl- 
man, Monsanto Chemical Co. 

Also T. Lemcke, Standard Brands, Inc.; Mrs. 
Elizabeth G. Lee, Standard Oil Co. of New Jersey, 
president, Filing Association of New York; J. P. 
Davidson, E. I. DuPont de Nemours & Co.; and 
G. W. Oliver, Jr., Crucible Steel Co. of America. 

The Filing Association’s Panel for Actual Rec- 
ord Problems, composed of Miss Esther E. Jencks, 
Air Reduction Co., Miss Edith Fulton, Records 
Consultant, and Mrs. Alva R. Menzies, A. R. 
Menzies Associates, had as its moderator Miss 
Leta J. Stroben, Globe-Wernicke Co. 

Significant extracts from the various addresses 
delivered during the Forums are published here- 
with: 

Human Relations in Business 
L. C. HART, vice-president, Johns-Manville Corp. 

“|... Recognize your responsibility to an indi- 
vidual—handle grievances or personal troubles 
sympathetically — deliberately over-estimate the 
importance of the other person’s point of view— 
appraise your own capacities and limitations hon- 
estly—watch your tone of voice in your morning 
greeting to employees, regardless of how ‘lousy’ 
you may feel—be a good listener until you feel 
attuned to the speaker’s level of intelligence. 
Study your employees constantly.” 
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Selection and Development of Supervisors 
Dr. EARL G. PLANTY, Johnson & Johnson. 


“Supervision is in itself a specialized profes- 
sion, and must be considered an act of human 
leadership which, well performed, satisfies the 
basic human needs, social and psychological, of 
all parties concerned... . 

“The good supervisor—the successful leader— 
must be sensitive to the moods, the thoughts, the 
emotional subtleties of the people with whom he 
works, for he must accomplish his job almost 
exclusively through these people.” 


Motivation for Profitable Office Operation 
Dr. MARION A. BILLS, Assistant Secretary, Aetna 
Life Affiliated Companies. 


“. ... And here is another point which I be- 
lieve is effective in motivation. By and large, 
people like to work in small units or in small 
companies where they can become an intricate 
part of that organization. Since the war, we have 
found that many of our applicants and some of 
our employees have decided against working in a 
large office in favor of working in a small office. 
Variety of work is one of the factors that have led 
to this decision, but also a factor has been the 
ability to become a part of a small working unit, 
a part where their work definitely contributes to 
the success of that group.” 


Evaluation of Attendance Incentives 
CARL G. BAUMES, R. Wallace & Sons Mfg. Co. 

“. . . While there is considerable variation to 
be found in present attendance incentive plans, 
there are relatively few companies using any plan 
at all. According to a recent survey made by the 
National Industrial Conference Board, 13 out of 
300 companies reporting stated that they had 


some form of attendance incentive plan. 
“The only valuable employee is the one x 
work.” 


Establishing Office Procedures 
H. F. VAN GORDER, United States Steel Corp. 
“|. . We have reached a crossroad in busine 
history. The spiral on non-productive personng 
has reached a peak in relation to production per. 
sonnel. Business, to prosper, or perhaps even ty 
exist, must bring its cost of office operation 
within a reasonable expenditure with relation t 
products or services sold. 
“ ,. . In the future, requirements and competi. 
tion will be such that to our posterity methods in 
use today will seem crude and simple, and the 
inefficiencies that now exist will be appalling...” 


Production and Cost Control in Central Transcribing 
JOHN E. THIELE, Prudential Insurance Co. 

“Recently, with some assistance from our Cost 
Allocation Division, we made an estimate of 8 
cents a letter [as unit cost of dictating a letter) 
As a nation-wide average, we believe this figure is 
low. It is based upon phonographic transcription 
in a centralized department. Stenographic tran. 
scription would raise the figure to well over % 
cents. In peak years, the Post Office Department 
carries over 17 billion pieces of first-class mail. 
Assuming that 4 billion of these are business let 
ters and that the average cost is 80 cents each, 
the annual expenditure is $3,200,000,000. 

“. . . ‘How can we get more for our money? 
. . . First, through a reduction in the cost per 
letter, and second, through improvement of the 
quality of our letters. 

“|. . By training dictators to plan their let- 
ters, to eliminate useless words and whiskered 


Interested crowds clustered at each exhibit 
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expressions, and to use simple language, the 
length of the average dictated letter can be re- 
duced at least 10 percent.” 


Auditing of Office Procedures 
Gp0RGE F. JOHNSTON, Socony Vacuum Oil Co. 

“In the development of efficient office pro- 
cedures, there are two outstanding . . . factors. 
One is competent training of supervisors and the 
other is uniform office attendance. 

“ _. The time and expense devoted to formula- 
tio of an effective plan is likewise lost unless 
proper efficiency of the employees, through regu- 
lar attendance to their tasks, is maintained. 

“.. It is entirely erroneous to believe that 
a new office procedure, once approved and in- 
stalled, can be ignored or left alone. They need 
constant direction and management, again point- 
ing up the need for thoroughly-trained, confi- 
dence-inspiring, sincerely-interested supervision.” 


Supervisory Training 
Miss MARY D. SwiFtT, Consultant, dictation and 
transcription methods. 

“.. The attitude of employees toward the 
supervisor is based largely, and to a greater ex- 
tent than management may realize, on the atti- 
tude of management toward the supervisor, and 
the importance of the transcribing department in 
the office organization. Any action that mini- 
mizes her prestige, or the prestige of the depart- 
ment, is reflected in the attitude of department 
personnel. 

“... To the personnel . . . the supervisor is 
‘management’ and for this reason she should be 
an exemplar of employer-employee relations. 

“.. . Association with others concerned with 
good office practices will give her a broad view- 
point—an objective viewpoint. An interchange of 
ideas will eliminate time-consuming ‘trial and 
error’ methods.” 


Face Lifting the Office for Increased Production 
L. E. WHITMOYER, E. I. DuPont de Nemours Co. 

“... ve often said that work is the most 
monotonous thing that we have to do in our lives. 
We go from work to home; we step into an 
entrance hall that is rather attractively deco- 
Tated; we step into a living room that is also 
quite attractive. . . . Why then, should we have 
to work in a room or large area which is drab, 
monotonous, and unimpressive?” 

“... We have for quite a few years in our 
company been conscious of a lot of these things, 
and a lot of time has been spent, particularly in 
the past eight years, in finding out what the rela- 
tionship of color is to the productivity of workers. 
# you are operating a factory, naturally you’re 
Interested in production. If you’re managing 
November, 1947 
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an office, likewise you should be interested in the 
productivity of your workers, and whether those 
workers are turning out equipment for resale or 
turning out necessary work in the office, it re- 
quires workers’ effort in order to do it.” 


Space Administration and Layout 
RICHARD L. FOSTER, Ebasco Services, Inc. 

“. . altogether too few businesses have given 
enough attention to the practical and psycholog- 
ical factors of providing the right amount of 
space in the right surroundings and-the right 
appearance of the surroundings in which people 
work. 

“... My own belief.is that any company 
which is big enough to have an office manager, is 
big enough to have an analysis of its utilization 
of space.” 


Cost Factors in the Records Department 
Harry W. KETCHUM, U. S. Department of Com- 
merce. 

“. . . The importance of careful control over 
clerical labor is well illustrated by the fact that 
one cost analysis revealed that for the record de- 
partment under consideration over 50 percent of 
the total expense represented the cost of clerical 
labor. 

“. . . Those of you who have attended the ex- 
hibits have undoubtedly been impressed with the 
variety and facility of modern record equipment. 
Technological developments in this field have 
more than kept abreast with techniques, and there 
are no systems or processes for which adequate 
and alternative types of physical equipment are 
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not available. Personally, I have always felt that 
from a cost standpoint, personnel is much more 
important than are physical facilities.” 


Operation and Control of Office Duplicating Operations 
GEORGE J. HART, Shell Oil Co. 

“|. . We all know today that we will find a 
price list with the legend ‘These prices subject to 
change without notice’. For years this didn’t mean 
very much; but today a price might be changed 
one morning, and in the hands of the customer 
the next morning. 

“. . . The outside printer is the man you send 
the work to, no matter how well organized the de- 
partment, when you have too much work to get 
through, and no time in which to do it. He helps 
alleviate the tight space situation today; let him 
take care of your peak loads.” 


Human Factors in the Records Department 
Dr. FRITZ MORESTEIN MARX. 

“|... I think a great deal could be done in 
dramatizing the general importance of records 
work, if those of us who operate in the records 
field would study more systematically and more 
conscientiously the total operating process with- 
in the organization to which we attempt to render 
service. 

“. . . You are familiar with the habits of oper- 
ators, the habits of policy makers, you can see 
quite readily how these habits often negate the 
requirements of order and the habits of consist- 
ency. I venture to guess that few of you will not 
fail to observe here and there a tendency among 
them to develop little private nests of records that 
are carefully withheld from you. You will find 
them trying to store away documents in their 
desks. They acknowledge the importance of keep- 
ing track of significant documentation, and yet 
their habits are well formed.” 


Cost Concept of Office Management 
Dr. JOHN J. W. NEUNER, College of the City of 
New York 

“. .. No matter how much you reduce office 
costs, they are still too high. 

“The office manager must in the future (1) 
make a better selection of office workers; (2) 
train both old and new workers in past and pres- 
ent methods of office procedure and management; 
(3) develop a definite plan for cooperation of of- 
fice workers in cost reduction; (4) measure and 
control output of office workers. These are the 


four points of a coordinated plan of cost reduc- 
tion.” 


Paper and Printing—Specification and Procurement 
A. E. FRAMPTON, Hammermill Paper Co. 

“. . « The useability of any of these things 
[typewriting and duplicating machines] depends 
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upon a few factors which also I'll have to give yo 
in high gear. The readibility, which means tha 
if you can’t write legibly you shouldn’t initiat. 
any information from one mind to another by 
handwriting (but unfortunately I need to recite 
that criticism to myself because once in a while] 
find some note I made five years ago quite illegible 
to me today and I can speak feelingly on that sub. 
ject). But there is little excuse for that in modern 
business what with the typewriter, and so many 
people who can handle it well. 

“In the matter of fine printing, you are con. 
cerned with type sizes and type faces. You’re con. 
cerned with spacing, spacing for handwriting, 
spacing that is proper for typewriting, and the 
type of spacing that developed in form use very 
largely because of the fact that during this last 
recent unfortunate war of ours, people in Wash. 
ington were misinformed about the facts of pa- 
per... they found that the forms needed to have 
their elements placed not only in rows horizont. 
ally, but vertically, and so the box type form in 
which the information was such that it could be 
placed upon the form by pushing a tabulator key 
on the typewriter came very actively into Ameri- 
can business, and increasingly it will be an im. 
portant element in form design in your business 
and in that of everybody else.” 

(Turn to page 88) 


Efficient mechanization of the office—National Business Show theme 


AMERICAN AUTOMATIC TYPEWRITER 
COMPANY 


} 
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BURLINGTON 
MILLS 
Taking Over 


Mmimpire State Floor 


By Kenneth H. Ripnen 


of Kenneth H. Ripnen Co., Inc., 
New York 


As entrance lobby will look 


% OFFICE SPACE remains so scarce a commod- 
ity that efficient use of it is more important than 
ever, and good office planning is correspondingly 
high in the list of vital necessities for the suc- 
cessful business enterprise. 

In New York, for instance, the normal office 
needs of the business community call for millions 
of square feet of new office space annually. Yet 
except for a few special projects there have been 
no significant additions to the city’s office space 
during the past seventeen years, and business 
concerns have been forced to adopt all sorts of 
expedients for the housing of new vr expanded 
office activity. 

One corporation in a skyscraper office building 
which formerly occupied two or three full floors 
there is now spread out in miscellaneous units of 
space over twenty floors in the building. An- 
other company which requires 150,000 square feet 
of office area has to take the space where it can 
get it, distributed over twenty floors of two ad- 
jacent buildings, when it could properly be concen- 
trated on five full floors in one of the buildings. 
Still another corporation has its office quarters in 
four different buildings, in thirty-four different | 
units of space on seventeen separate floors! 

It is real news these days when a large user 
of office space finds it possible to provide for ex- 
panding office activities in one location, concen- 
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HOW BURLINGTON MILLS CORPORATION IS BRINGING T 


trating there most of the office work previously 
scattered over several locations. 

This is what is in process in the Empire State 
Building, New York, for the Burlington Mills 
Corporation, one of the country’s leading textile 
firms. 

Taking over space vacated by the departure 
of the OPA, this company is bringing together 
on the fourth floor of the structure its main ex- 
ecutive offices, general offices, and several of its 
sales offices. In one entire floor of approximately 
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70,000 square feet, office space is being provided 
for 425 persons who have heretofore been quat- 
tered in five different locations in New York. 

Study of the office layout reproduced with ths 
article will show just how the Empire State 
fourth floor has been planned as an integrated 
office for Burlington Mills, with proper depatt 


+ mental planning to handle with maximum 


ciency the complex work of this large firm. 
In the creation of this layout there were I 
turally a variety of more or less difficult prob 
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rovidel | ems to be solved. One can imagine, for instance, provided for in the general office open areas for 
n quar: the problem involved in taking away from the increased employee comfort. 

‘ork. sales and subsidiary offices in other locations the Inasmuch as this is a textile firm, the sales and 
ith this| individual service facilities for reception, tele- subsidiary offices have been placed on the north 
e State] Phone switchboard, transcription, duplicating, side of the floor. 

regratel | ‘fling, and so forth which they have long been Typical partition recommendations call for 


depart: accustomed to. But all problems are being worked solid ceiling-high private office dividing partitions 
um efi: | Ut satisfactorily. for the outer window wall offices, with a ceiling- 
m. The entire space occupied by Burlington Mills high glass wall on the inner side of these offices. 
vere it Corporation will: be air-conditioned, and lighted Inside dividing partitions throughout the area are 
It prob 0 35-50 foot candle. Acoustic treatment is being of the dwarf partition type, with 54 inches of 
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solid partition topped by 18 inches of glass. 
Close attention has been given to environ- 

mental considerations. The color schemes for 

walls, floors, ceilings, and equipment, the design 


Improving Procedures and Methods 


Architect's rendering of president's office for Burlington Mills Corporation 


of partitions and their arrangement, and all 
decorative details have been worked out with the 
creation of a distinctive, comfortable, and esthet- 
ically pleasing office in mind. 


By G. O. Eckley 


Assistant Controller, United Air Lines, Chicago 


(Abstract of an address early this year before Chicago Office Management Association) 


% FOR at least the next five years business gen- 
erally is going to be faced with some excessive 
costs. One of the elements of cost is the burden 
of income taxes, part of which resulted from the 
social policies developed by the government dur- 
ing the depression years and part of which re- 
sulted from the excessive costs of World War II. 
Another factor is the increased cost of labor which 
has resulted in part from the general price rise 
during the war and also from efforts by organized 
labor to increase their wages since the war. 
These two factors alone have had a significant 
effect upon profits, and if management is going to 
be able to cope with this problem, we will need 
more prompt information on the trend of costs 
and will have to take steps to reduce these costs 
wherever possible. 

Reduction of administrative costs can be ac- 
complished only by improving procedures and 
methods, and this can be done in several ways. 
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First of all, we can follow through on work sim- 
plification. This was emphasized by job methods 
training, which was carried on by the War Man- 
power Division to save manpower and material 
during the war, and should be carried on now be 
cause manpower and material is generally just a 
critical as it was during the war. 
with work simplification, we must emphasize 
elimination; we must probe the why of every 
clerical and accounting operation that is per 
formed. In some instances this may mean that we 
will have to compromise some of our principles 
with practicality, and some of the refinements 
which have been built up to provide a so-called 
air-tight system of control may have to be dis 


carded. 


Mechanization of operations will also play # 
prominent part in procedures and methods im 
This does not mean an installation 

(Turn to page 80) 


provement. 
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Christian E. Jarchow 
Elected President 
at Controllers Institute 


Meeting 


% CLOSE to a thousand top financial executives, 
representative of America’s corporate business 
structure, gathered at the Hotel Drake in Chicago 
October 20th-22nd for the sixteenth annual meet- 
ing of the Controllers Institute of America. 

Christian E. Jarchow, vice-president and con- 
troller of the International Harvester Co., Chi- 
cago, was elected president of the Institute, suc- 
ceeding John H. MacDonald, administrative vice- 
president of the National Broadcasting Co. Mr. 
MacDonald was elected to the newly created post 
of chairman of the board. 

In his speech of acceptance, Mr. Jarchow 
pointed out that, during the life of the Institute, 
there has yet to be an extended period of normal 
business. 


Controller's unique position 


“The Institute has been faced with problems 
arising out of the depression of the early 1930’s, 
the social and political experiments of the middle 
and late 1930’s, and the difficult years brought 
about by the greatest war in history,” he said. 
“Now we find ourselves in a post-war period of 
uncertainty, with whole sections of the world in 
despair.” 

Mr. Jarchow, after describing the position of 
the controller in the uncertain years ahead as 
being a unique one by reason of his knowledge 
of the facts, said that the controller’s big mission 
for the coming year should be to keep the public 
better informed about the national economy. 

“Our Institute as an organization, and our 
members individually have an important, essen- 
tial job before them to dispel these public miscon- 
ceptions,” Mr. Jarchow said. “It is a difficult un- 
dertaking, but it presents such a vital challenge 
tous that we must find a way to do it.” 
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C. E. Jarchow 


To meet the requirements of a membership 
that sweeps completely across America’s business 
and industry, Tuesday afternoon was devoted to 
thirteen concurrent industry conferences, plus a 
special conference on “Current Problems in the 
Management of Working Capital.” There were 
luncheon sessions on Monday, Tuesday, and 
Wednesday, and the annual banquet on Tuesday 
night. General sessions were attended from Mon- 
day afternoon through Wednesday morning. 

The Chicago Control, CIA, sponsored this 
meeting, with T. W. Bryant, Cuneo Press, Chi- 
cago, acting as general chairman of the con- 
vention. 


Regional vice-presidents 


Nine regional vice-presidents were designated: 
Herbert P. Buetow, treasurer, Minnesota Mining 
& Mfg. Co., St. Paul, Minn.; William Herbert 
Carr, treasurer, California Packing Co., San 
Francisco, Cal.; Walter H. Dupka, vice-president 
and controller, Jones & Laughlin Steel Corp., 
Pittsburgh, Pa.; L. L. Dyer, controller, Lone Star 
Gas Co., Dallas, Tex.; H. F. Harrington, vice- 
president, Boatmen’s National Bank of St. Louis, 
St. Louis, Mo.; C. F. Pendlebury, secretary and 
assistant treasurer, Veeder-Root, Inc., Hartford, 
Conn.; John Pugsley, controller, Tennessee Coal, 
Iron & Railroad Co., Birmingham, Ala.; O. H. 
Ritenour, controller, Washington Gas Light Co., 
Washington, D. C.; and William Widmayer, vice. 
president and controller, Guaranty Trust Co. of 
New York, New York. 

O. W. Brewer, controller, American Gas Asso- 
ciation, and L. W. Jaeger, secretary-treasurer, 
Avon Allied Products, Inc., were elected treasurer 
and assistant treasurer respectively. Arthur R. 


(Turn to page 88) 
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FOOD FAIR STORES INC.— EMPLOYMENT APPLICATION 
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SOCIAL SECURITY NO. acMae 42612-8 


Front of highly useful envelope-type form 


CONDENSING PERSONNEL RECORDS 


By Robert A. Latimer 


% THROUGH the development of a new open- 
end envelope-type employment application form, 
Food Fair Stores, Inc., Philadelphia food store 
chain, has been able to eliminate approximately 
45,000 files at the main office, centralize all infor- 
mation concerning each employee, and save many 
man-hours formerly spent in filing necessary per- 
sonnel records. 

Food Fair executives also estimate that the 
new-type application forms, compactly kept in a 
visible file system, have permitted the removal of 
60 four-drawer filing cabinets, making available 
many additional square feet of office space for 
the personnel department. 

In the old set-up, Food Fair kept a folder for 
each employee. When a large-sized application 
form then used in the field reached headquarters, 
a new visible file card had to be filled out with the 
information provided on the original form which 
had been filled out by the new employee. Much in- 
formation that was needed at headquarters—such 
as status of fidelity bond, insurance application, 
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or working papers—was often lacking. A third 
form also had to be filled out at headquarters in 
the event of any personnel change. Many times, 
headquarters executives were compelled to look 
in all three systems of filing before pertinent in- 
formation concerning some active or inactive em- 
ployee was found. This system required continual 
filing and refiling. 

Under the new system, the new employee fills 
out the requested information on the front of the 
open-end envelope-type form. He or she is re 
quested to print the information in ink, thereby 
establishing a permanent record. 

Space at the bottom of the front side of the 
employment application must be filled in by the 
store manager. Present instructions to the field 
hold all store managers responsible for comple- 
tion of the requested information at the bottom 
of the front side of the application form, where 
“possession of the employee’s withholding exemp- 
tion certificate, fidelity bond, and working papers 
is denoted. If an employee is simply going 
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FORM 41000-8 ACHE VISIBLE RECORDS. INC. CHiCRGO 


Reverse of the form 


through a personnel change from one store or 


one department to another within the company, 
this item is also checked. Space for the em- 
ployee’s telephone number and Social Security 
number, the date employed, as well as address, 
are provided for the manager’s use. 

In this manner, headquarters executives of 
Food Fair find that all necessary information is 
certain to be provided. Furthermore, the whole 
record above the manager’s section is in the origi- 
nal form supplied by the applicant and can con- 
stantly be referred to along with other facts. 

When the application form reaches headquar- 
ters, the name, address, and Social Security num- 
ber are typed for the visible filing system and 
placed in the proper drawer, each store having its 
own drawer. 


Service record 


The reverse side of the envelope-type applica- 
tion form contains the service record of the em- 
ployee with the Food Fair chain. The contracted 
hours, rates, and wages are contained, as well as 
the schedule of hours and wages, along with a 
code which enables headquarters to judge certain 
other confidential information when necessary. 
Classification and store with dates employed are 
also noted on the reverse side. 

All other pertinent material that is acquired 
wer a period of time—such as the employee’s 
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withholding certificate, his fidelity bond, or his 
store transfer—is conveniently stored inside the 
envelope. 

Big saving in time 

Food Fair executives point out that one notable 
feature of the use of this new open-end applica- 
tion form is the big saving in time for reference 
purposes. Many telephone calls and letters are 
received daily requiring facts on employees. Pre- 
viously, for example, if a telephone call were re- 
ceived requesting certain information about an 
employee, headquarters first had to get the per- 
sonnel record card, then usually go to the indi- 
vidual folder, and often still search further for 
the information, especially when the request con- 
cerned events which occurred before the em- 
ployee’s connection with the company. The old 
forms, such as the personnel record card, con- 
tained only information pertinent to the Food 
Fair company. Previous records were not avail- 
able. Certain needed information might have 
been on the personnel change form or elsewhere 
in the individual folder and not on the personnel 
record card. 

When it is realized that there are approxi- 
mately 100,000 active and inactive files concern- 
ing personnel records at the headquarters of this 
chain, the convenience of this new personnel form 
becomes apparent. 
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W. Z. Betts, newly elected president of the National Institute of Governmental Purchasing, addresses 
the Institute. Seated are Archibald L. McMillan, of the Department of Purchase of the City of New 
York, and Albert Pleydell, retiring president of the Institute. 


Simplifying Government Forms 
and Procedures 


By W. Z. Betts 


Director, Division of Purchase and Contract, State of North Carolina 


*% ANY STEPS that will facilitate the conduct 
of business between government and private in- 
dustry are of vital concern to all interested in 
governmental purchasing. 

When we talk about doing business with gov- 
ernment we include the federal government, 
states, counties, municipalities, port authorities, 
various government hospitals, institutions, state 
colleges and universities, and other state agencies 
authorized by law and supported with funds re- 
ceived from taxation. 

All government is the product of law author- 
ized by the Congress, a state legislature, or a 
county or municipal government. Public purchas- 
ing agencies are also creatures of such laws. They 
operate under rules and regulations adopted by 
legislative bodies. In some cases, these laws are 
minutely definitive and prescribe in detail what 
the public buyer must do to transact business 
legally. 

When we talk about simplification of proce- 
dures, therefore, let us not lose sight of the me- 


*From panel discussion on “Making It Easier to Do - 


Business with Government” at recent conference of the 
National Institute of Governmental Purchasing, Hotel Penn- 
sylvania, New York. 
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chanics of government that contro] buying proce 
dure. I have no doubt that industry often won 
ders why certain governmental agencies operate 
in some peculiar way, totally different from the 
procedures of other governmental agencies. The 
answer lies in the laws of origin, the enactments 
that establish the purchasing agency and its basic 
procedures. 

I think we can begin with the premise that pub- 
lic purchasing agents want to simplify forms and 
procedures where such action will best serve the 
taxpayer by making it easier for industry to do 
business with government. ~ 

Practically, how are we to go about doing 
this? Can we expect federal, state, county, munici- 
pal and other governments immediately to adopt 
uniform laws? I hardly think so. 

On the other hand, I do think we can make 
genuine progress by cooperative exchange of & 
perience and information among governmental 
agencies. This discussion today is a step forward 
in that direction because it permits us frankly #0 
view the mutual problems of industry and goverl 
mental buyers and gives us a basis for future 
cooperative effort and action. 

(Turn to page 84) 
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NEW 
THINGS tn 
the NEWS 


ABOVE: 

ELECTRIC PUNCHED HOLE VERI- 
FIER which provides greater speed, flexi- 
bility, and ease of operation in verifying 
data punched info IBM cards. The ma- 
chine can automatically control accuracy 
of punching in a specific column on a 
master card. This makes verifying multi- 
ple punching in a single column easy. 
When a card has been verified satisfac- 
torily, the machine cuts a notch into its 
top edge as a permanent record of veri- 
fication. Because the machine can feed 
a new card simultaneously with the ejec- 
tion of the preceding card, speed is 
increased. Has a movable keyboard. 
From the International Business Corp., 


- proce. 590 Madison Ave., New York. 
n Wwol- 
yperate 
om the 
s. The 
tments : me 
-s basic ABOVE: THE WATER BOY, portable water 
cooler made by the Norge division, Borg- 
Warner Corp., 670 East Woodbridge, 
at pub- Detroit, Mich.. is being produced ona 
pilot line basis. Full scale output will 
ms and begin soon, Automatic and portable. 
rve the Powered electrically. It may be moved 
easily. Plugs into any electric outlet. 
y to do Cools 50 cups of water an hour. Meas- 
ures 22 inches wide, 14 inches high, and 
: 12'/2 inches deep. Styled to hold one, 
doing two, three, or five-gallon bottles. The 
munici- water reservoir will hold more than a 
d gallon of water, thus eliminating the 
) adopt necessity for a bottle. 
LEFT: 
make IN ITALY. Cesare Verona, distributor 
1 in Milan, Italy, for the Todd Co., Roches- 
of ex- ter, N. Y., displayed the Todd Protecto- 
ntal graph check writers in his display at the 
ime recent Milan Fair, the first major post- 
orward war industrial exhibit in Italy. Business 
kly to people in Italy showed a great interest 
nay in the Todd equipment and in other 
yoverl- American products on display. The Ce- 
future sare Verona firm looks forward to the 
day when it may import American prod- 
ucts in unlimited quantities. Todd re- 


ma 


ies, _ ports that quantities of its equipment 
a i available for export are increasing. 5 
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LEFT: 


FOR HAND LABELING of small items, the Avery Ad- 
hesive Label Corporation, 36 West Union St., Pasadena |, 
Calif., offers a new plastic dispenser. Designed for use with 
rolls of Kum-Kleen Self-Adhesive Labels, this handy dispenser 
has a self-threading construction to permit rapid loading 
or iefilling in two quick, simple steps; a roll is placed in 
the dispenser with the loose end of the tape at the top 
and a removable metal slide on the front of the dispenser 
is slid into place with the tape extending over the top edge 
so that a gentle pull on the tape will pop out a label. The 
operator merely pulls the glassine tape which carries the 


or 
labels, and an individual label pops out ready for instant besle 
application without moistening; an operator can label small brigh 
items with only one hand. Rolls of Kum-Kleens up to 1'%,- To di 
inch wide can be handled, or two rolls totaling not more rectly 
than 1'/4-inch in width may be used in the same dispenser form 


simultaneously. The shell of the dispenser is made of wher 
durable mahogany finished plastic and the metal slide of 
stainless steel. Two rubber strips on the base prevent it 
from slipping and scratching surfaces. It is approximately 
4 inches high, 2 inches wide and 61/2 inches long, tapering 
to 2 inches long at the top. 


BELOW: 

PERPETUAL CALENDAR, the Calindex of the Zephyr 
American Corp., 2 West 26th St., New York 19. Made of 
plastic. Available in ebony, walnut, burgundy, ivory, and 
gray. Revolving drums are plastic also and have colors con- 
trasting with the outside housing. 


BELOW: 


A NEW PACKAGE. The Norta Distributing Co., 1123 
Broadway, New York, has just designed a new package for 
its plastic type cleaner, Norta. The metal box is the same 
size and shape as before, but yellow lettering on a grey 
backgroun-! replaces the old familiar white and maroon. A 
new design has been worked out, featuring the word Norta 
spelled out on typewriter keys. Norta cleans the keys with 
a gentle pressing movement on the type; it can be folded 
on itself again and again, giving it long life. 


ABOVE: 


NEW STEEL STORAGE CABINET. The Cole Steel Equip- 
ment Co., Inc., 285 Madison Ave., New York 17, has begun 
to deliver its new No. 349L Steel Storage Cabinet. This 
unit is a sturdy cabinet of heavy gauge steel and measures 
37'/2 inches high, 30 wide, and 18!/2 deep. Doors are re- 
inforced and are equipped with a two-way locking device 
controlled by a paracentric lock. Two adjustable steel 
shelves are standard equipment. Available in green or 
Cole grey crinkle finish. 
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BELOW: 

NEW AUTOMATIC CORRECTOR for shorthand writers. 
The Gregg shorthand corrector slide, manufactured and sold 
by “The Gregg Writer,” a magazine for secretaries, stenog- 
raphers, and typists, 270 Madison Ave., New York 16, is de- 
signed to focus attention on good notes by an easy means of 
self-help in detecting faults of style. It enables the student 
or practicing stenographer to correct her own notes. The 
basic shorthand forms, in alphabetical order, are printed in 
bright red ink on a slide of clear, durable cellulose acetate. 
To determine whether or not one is writing an outline cor- 
rectly, one slides the model of the Corrector over the written 
form. By looking through the transparent slide one can see 
wherein the writing differs from the model. 


ee oT 


ABOVE: 


DESK SET with two pens from the L. E. Waterman Co., 
344 Hudson St., New York 13. Pens are jet black plastic. 


GREGG SHORTHAND Base is brown and measures 47g inches by 12 inches. 


CORRECTIVE SLIDE 
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ABOVE: 
-ce— ed —. f+ WITH REMOVABLE TRAY. This new Faries fluorescent 


lamp has a handy, removable receptacle which can be used 


le C . for an ashtray and cigarette rest, or for a utility tray for 
- y > —— ? «“ 


clips, rubber bands, and pen. Mace of statuary bronze with 
re a chrome finish. The overall height is 12!/4 inches. Wired 
i G SF Ce & é o with turn-button switch in base. Comes with 10 feet of 


rubber-covered cord and unbreakable plug. From the Faries 
“7 e Ln ee Mfg. Co., Decatur, Ill, 
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a RIGHT: 

fice FOR EFFICIENCY. The secretary is using the new Dicta- 

teel phone electronic transcribing machine Model BE. Three 

or clearly marked, easy-to-use voice controls permit her to vary 
the volume, speed, and tone of any voice. The chin-type 
light headset will not disarrange her hair or restrict her 

ad movements. The foot control backspacer has been im- 

proved, as has the manual auxiliary backspacer. A hush 
switch cuts off machine noises while the secretary is not 
actually transcribing. The BE is built to operate with either 
a headset or with a soft speaker. It comes in two off-the- 
desk cabinet models as well as the one illustrated. From 
Dictaphone Corp., 420 Lexington Ave., New York 17. 

or, 1947 
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BELOW: 


A COMPLETE FILING equipment package ready for use, 
The Hang-A-File Desk Unit No. 40 contains 25 Hang-A-File 


folders with A-Z inserts. Made of heavy furniture gauge 
steel, with an olive green finish. Has rubber feet. Made by 
Louis H. Farber, 31 East Congress St., Chicago 5. 
Al 
Ce 
ABOVE: th 
} THE EXECUTIVE'S CARD CABINET. This handsome desk acces- St 
sory is made by the Art Steel Sales Corp., 300 East 145th St., New tu 
York. The roll top is made of plastic, as are the sides of the lo 
cabinet. The housing is metal. Comes in 3 by 5, 4 by 6, and 5 by 8 in 
sizes. ou 
fe 
to 
a 
is 
a 
ju 
r ' sh 
LEFT: - 
MERCURY SENIOR, the new stapler of Consoli- of 
dated Wire Products Co., 145 Spring St., New York 
12, was introduced during the Stationer's Show in 
Chicago. The Mercury Senior has open-end jam-free 
channel removable head, released by finger pressure 
on the release lock, to permit easy access to the chan- 
nel to remove defective staples; a three-way anvil 
which allows for permanent or temporary stapling; and 
pinning head and channel instantly removable from 
base for tacking purposes; precision tooling. 
BELOW: 
INTERCOMMUNICATION SYSTEM. The Mark Simpson 
Mfg. Co., Long Island City, N. Y., has introduced a new 
two-station intercommunication system for two-way conversa- 
tion. Consists of one master station and one remote station, 
a complete with tubes and 50 feet of cable ready to be taken 
: right out of the package and installed by any handy person. 
; Has clear voice transmission, on-off switch, volume control 
from a whisper to a shout, and housing to harmonize with 
any office decor. 
ABO 
IN 
mach 
form, 
ABOVE: aru 
OUTFITTING THE OFFICE. The Steel-Parts Mfg. Co., 222 South gene 
Morgan St., Chicago 7, presents a new all-steel waste basket tht | Addi 
boasts many features. The basket has round , rubber-bumpered co } Prov 
ners, rolled edges, rubber feet, welded panel construction, anda J the | 
gleaming enamel finish in green, gray, or walnut. 
OFFICE MANAGEMENT AND EQUIPMENT November, 117 | Nev 
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ABOVE: 

ELECTRIC LIQUID DULICATOR. A new electric 
Copy-Rite liquid duplicator has been announced by 
the Wolber Duplicator & Supply Co., 1202 Cortland 
St, Chicago 14. Has a two-tone grey finish. Fea- 
tures fingertip controls and an automatic master sheet 
lock and release. Another feature permits the load- 
ing of a full ream of copy paper from the side with- 


out removing the automatic paper feed. The new o 


feed is perfectly balanced and can be lifted with a 
touch of the fingers; a safety device prevents dam- 
age to the automatic paper feed if the duplicator 
is left running. The motor is concealed and employs 
a worm gear drive. While the side guides are ad- 
justable, there are fixed positions for letter or legal 
sheets and post cards. The machi bodies roller 
moistening without wicks or pumps. A twin, hand- 
operated Copy-Rite liquid duplicator is also available. 


ABOVE: 


IN THE TELLER'S CAGE. The new Burroughs Commercial Teller 
machine eliminates the checking account passbook, provides uni- 
orm, machine-printed receipts, reduces teller fatigue, accumulates 
@tunning record on its continuous journal of all transactions, and 
generally enables the teller to do a better job, says the Burroughs 
Adding Machine Co., Detroit, Mich. The machine sets up an im- 
proved internal control, permitting the teller to release checks to 

proof department at any hour of the day. 


es 
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ABOVE: 

THE FLOW DESK of the Indiana Desk Co., Jasper, Ind. 
The desk, designed by Henry P. Glass, has a softone color, 
a diagonal skid base, height of 29 inches, lock on one drawer, 


smartly styled drawer pulls, and rounded edges with set 
back base. 


ABOVE: 

FIVE-PIECE DESK SET from the Philadelphia Mfg. Co., 
125 West Montgomery Ave., Philadelphia. The set includes 
an Esterbrook pen, a 21-by-21-inch pad, a rocking blotter, 
a letter opener, and a perpetual calendar. 


BELOW: 
CHECK SIGNER, the Chexsigno of the Hall-Welter Co., 
Inc., 42 Mt. Hope Ave., Rochester, N. Y. The signature is 


serrated through the paper. Equipped with adequate lock- 
ing means and with recording meter. 
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BELOW: 

ADDED FEATURES. The Arrow Fastener Co., Inc., 30 Mauie 
St., Brooklyn 6, N. Y., has brought out its 203 stapler in a chom 
finish in addition to the black crackle finish. The plunger chang 
has been sealed to insure spring protection against dust and mo, 
ture. A rubber cap has been added to the plunger head. 


ABOVE: 

STEEL UTILITY AND TYPEWRITER TABLE offered by 
Cardinal Sales, Inc., 5631 West Madison St., Chicago 44. 
Top measures 32 by 16!/2 inches; height, 26!'/2 inches; legs, 
\-inch tubing. Shipped knocked down in carton measuring 
36 by 20 by 6 inches; easily assembled. Obtainable in 
brown, green or grey finish. 


BELOW: 


CUSHION SEAT CHAIR. A new cushion-seat chair is now 
being offered by the Royal Metal Mfg. Co., 175 North 
Michigan Ave., Chicago. The new cushion-seat, 14!/2 inches 
square with a 3-inch thick cushion is fashioned of fine rub- 
berized hair which in turn is protected by a thick, high qual- 
ity jute pad and covered with strong service weight twill. It 
is reversible type and is held in place with a heavy steel 
seat pan. Has an adjustable backrest which, with a simple 
handwheel adjustment, easily moves in any direction. Metal 
parts are finished in taupe color over baked enamel; has 


welded tubular steel construction. Backed by Royal's 10-year ABOVE: 


guarantee on metal construction. Many models are available. 
Telescopic legs adjust from 17 to 25 inches, or 24 to 32 
inches. Upholstered backrest or Masonite as desired; another 
model has Royal's well-known swivel mechanism and the 
chair may be had with or without the new backrest adjust- 
ment. 


ELEVATOR DESK PEN SET, the newest product of 
the Esterbrook Pen Co., Camden, N. J. Non-spill, top- 
filling for the well; measured feed-filling for the pen; 
and a well that cannot flood. The elevator carries 
ink up to the pen feed from a level below the point 


to insure proper feed capacity and precise writing line 
from the first to the last stroke. Bases are available 
in black and attractive colors. 


ABOy 
Al 
tion h 
Conn, 
envel 
gated 
ABOVE: availa 
GRAINED WALNUT FINISH TOP ON MASONITE. its te 
A walnut grained finish is being applied to all the hard 
tempered Masonite tops used on the untility office 
stands by Maso Steel Products, 500-32 South Throop 
Street, Chicago 7. The company says that the new 
> finish will not chip, peel, crack, warp, nor work loose 
and will last as long as the Masonite. Nov 
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RIGHT: 
NEW MERCURY SHAVER. Based upon the same fundamental 


Mauie design as the other Ediphone shavers, the new Mercury shaver has 
been streamlined. The company has simplified the mechanism and 
chanag eliminated the need for several parts. The cutter produces a mirror- 
rd mois. like finish surface that perfectly reconditions the cylinder for addi- 
tional dictation, and at the same time removes a minimum of mate- 
rial. The shaver is in a smaller, streamlined cabinet with two drawers 
for storing cylinders. Made by the Thomas A. Edison, Inc., Ediphone 
Div., 60 Lakeside Ave., West Orange, N. J. 
LEFT: 

FULLY AUTOMATIC and portable is the new Monroe 
calculator, the MonroMatic. Built for desk use, it takes up 
only the space of a letterhead. Very quiet in operation. 
The entire operating surface is one plane under the span 
of the hand. It is always ready for any figuring without 
setting levers beforehand. The machine also operates semi- 
automatically. Made by the Monroe Calculating Machine 
Co., Inc., Orange, N. J. 

BELOW: 

AN ELECTRIC FLOOR POLISHER for the office has been an- 
nounced by the Clarke Sanding Machine Co., Muskegon, Mich., 
manufacturer of commercial floor sanding, polishing, and mainte- 

of nance equipment. This polisher eliminates uneven surface wax appli- 
Op- cations, which often cause slipping. The high speed rotating brush 
en; action of the machine burnished surface applied wax deep into the 
ries pores and crevices of the floor covering. Weighs |1'/2 pounds. It 
>int is housed in die-cast aluminum. Features the Clarke double V-belt 
line drive. The cutaway view on the left shows the inside of the machine. 
ble At the right is the complete unit. 
ABOVE: 
_AHANDY GUIDE to shipment sealing and tape applica- 
tion has just been put out by Better Packages, Inc., Shelton, 
in. manufacturer of sealing tape machines and label and 
twelope moisteners. The booklet covers sealing corru- 
sted shipping containers and parcel post packages. It is 
milable without charge from the company, or from any of 
‘ts regional distributors. 
November, 1947 57 
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A NEW LINE OF KODAGRAPH papers and chemical prepara- 
tions for reproducing engineering drawings and busi d ts 
of every type was recently introduced by the Eastman Kodak Co., 
Rochester 4, N. Y. Samples of Kodagraph contact paper were ex- 
hibited at the National Business Show. One of four silver-sensitized 
papers in the line, contact is designed for b use with standard 
contact photo copy equipment. It has brilliant contrast. Two other 
papers, projection and fast projection, in the line, are for use in 
making enlarged prints from microfilm and other reduced scale 
negatives. The company says the new papers lie flat, making them 
easy to handle, process, and file without undue bulk. Most of them 
may be folded without fear of the emulsion's cracking. They will 
take markings in pen or pencil. The papers will be supplied in 
standard size sheets and rolls, and in several weights. An extra thin 
stock effects a saving of 30 per cent in filing space when used in 
place of standard weight paper and a ledger duplitized stock is 
duo-coated to permit making prints on both sides of the paper. 
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BELOW: 

COSTUMERS from the Fair Furniture Co., 1197 McCarly 
Highway, Newark 4, N. J. Left: legs, 194 by 134 by 21% 
column, 134 by 134; overall height, 6634 inches; price, $3% 
net. Right: legs, 2/4 by 2/4 by 21'/4; column, 2!/4 by 2% 
height, 6634 inches; price, $4.50 net. 


ABOVE: 

A FORM-FITTING CHAIR. This Ard chrome and leather 
ette armchair has a spacious form-fitting seat, 19 inches 
wide and 19 deep, a curved back 19 inches wide and !? 
high, and a heavily upholstered arm. Strong, modern frame- 
work is of triple-chrome plated tubing. Upholstered 
leatherette in Moorish brown. List price, $32.16; shipping 
weight, 25 pounds. Available from the Ard Mfg. Co. i) 
Vine St., Evansville, Ind. 


LEFT: 

THE OFFICE BAR with @ built-in refrigerating unit. Called 
Genial Host, it has shelves for books at the right side of the cabinet 
Two cases of liquor can be stored in the cabinet. The refrigerate? 
compartment for making ice cubes and chilling mixers also “vt 
frozen food, spreads, and snacks. The leatherette covering 
laminated top come in interchangeable colors. Trimmed with chror 
ium bands and fitted with an inobtrusive lock. Measures 4 
tall, 43 inches wide, and 23 inches deep. Distributed by N 
House, 18 East 33rd St., New York 16. 
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The salesman of the office equipment industry have more 
and more new efficiency aids to show, as production makes 
up for its wartime lag. 


Addressograph-Multigraph Corp., 1200 Babbitt 
Road, Cleveland 17, Ohio. 


[Multigraph Model 40. 


@ Machine weight, 168 lbs. Floor space, 
2” x 34”. Made of sheet steel, iron and non-fer- 
rus castings, and rubber. Equipped with auto- 
matic paper feeder, set back sheet counter, auto- 


| Pmatic Repelex fountain, automatic inking mechan- 
‘fism, ink roller cleaning device, three-speed con- 


trol, re-set counter, paper receiver, storage cabi- 
net stand with disappearing door and convenient 
shelf for storing operating supplies. 
Electrically operated, using the exclusive Mul- 
tilith process; designed for general office and de- 
partmental duplicating; reproduces typewriting, 
handwriting, line drawings, ruled forms, and text 
matter in any face of type. Subject matter to be 
duplicated is written or drawn on a Multilith 
master with typewriter, pen, pencil, crayon, or 
any writing machine; the master is placed on the 
Multigraph and as many copies as needed are run 
iff quickly and easily. All major controls conveni- 
ently located on same side of machine to simplify 
and speed operation. 
Maximum paper size is 934” x 14”; minimum 
se is 3144” x 514". Maximum duplicating area 
is 914” wide x 13” long. The simple automatic 
paper feeder has capacity of 500 sheets of 20-lb. 
tond paper and is designed to feed smooth sur- 
faeed 16 Ib. or 20 lb. sulphite paper, grain cut 
long way. The four-roll inking mechanism with 
controlled ink flow insures even distribution and 
provides for shutting off the ink when paper is 
uot passing through the machine. Both ink and 
epelex mechanisms are automatic. 

me control lever starts the duplicating of 


is | °PI€S and the large hand wheel makes it easy 


ene position of master cylinder. Operation 
the Multigraph is 4250 revolutions per hour. 


ree-speed device providing 2600, 3600, or 
rph is available as auxiliary equipment. 
November, 1947 


What's Available 


Now? 


By Kimball Darby 


% IN THIS, the third installment of a market 
summary which is arousing widespread attention 
among office people, is presented information in 
text and pictures on currently available duplicat- 
ing machines, photocopying devices, contact print- 
ing devices, and filing cabinets. 

The installment of this feature in the December 
issue of OFFICE MANAGEMENT AND EQUIPMENT 
will cover adding and calculating machines and 
executive desks. 


Motor is 1/6 horsepower of standard voltage. 
Price $550. 


Multigraph Model 50 

Weighs 168 lbs. Floor space, 20” x 34”. Made 
of same materials. Hammered metalite finish in 
taupe with matching dark brown trim. Stream- 
lined to harmonize with modern office surround- 
ings. Surface is smooth, easy to clean. 

Simple to operate because only two levers con- 
trol all mechanical operations necessary to con- 
vert blank paper into finished records. Standard 
equipment consists of standard clamp for mas- 
ters; hand-feed paper table with quick-adjustable 
right and left side margin guides; automatic im- 
pression roller release and reset which brings im- 
pression roller and rubber blanket in contact only 
when paper is passing through machine; auto- 
matically controlled ink fountain roller providing 
uniform ink coverage on all copies; roller cleaning 
device; cabinet base with disappearing door and 
convenient shelf for storing ink, solutions, and 
paper; other features. 

Motor is 1/6 hp electric, of standard voltage. 
Paper sizes: maximum size, 93/4.” wide x 14” long; 
minimum size, 3” wide x 314” long; can be fed 
to either side guide. Paper stocks ranging from 
16 lbs. substance to standard postcard stock in 
a wide variety of surface finishes can be hand fed. 
Duplicating area: the maximum form size, 914” 
wide by 13” long. Speed, 70 machine rpm. 

Employs Multilith process; particularly suited 
for short-run and systems duplicating. Uses all 
styles of Multilith masters. Price $495. 


Multigraph Model 1250. 

Floor space: sub-base, 1614” x 40”; overall, 
2714” x 60”; operating height at conveyor board 
of automatic paper feeder, 35”; overall height, 
5014”. Weight, 640 lbs. Same materials as in 
smaller models. Brown hammered metalite fin- 
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DUPLICATING MACHINES 


ish, easy to keep clean. Automatic paper feeder 
is a 4-vane vacuum pump; single unit construc- 
tion with duplicator head. Feeder magazine, ca- 
pacity 5,000 sheets of 20-lb. stock. Sheet detector, 
electrically actuated, detects and by-passes double 
sheets. Horizontal, straight line conveyor board 
with micrometer adjustments on jogger guide. 
Suction foot; one foot is standard equipment; one 
or two additional feet can be added for unusual 
applications. Ink roller cleaning device is 
equipped with a squeegee blade and trough. Sheet 
counter, automatic reset style, counts to 99,999. 
Paper weights: 13 lb. substance to 140 lb. In- 
dex or 3-ply Bristol. Sizes: minimum, 3” wide 
x 5” long; maximum, 934.” x 14”. Maximum dupli- 
cating area, 914” x 13”. Gripper margin, 5/16” 
at lead edge of paper. Speed from 3,000 to 6,000 
impressions per hour, controlled by a variable 
speed mechanism with indicator showing speed 
of machine. Two 14 hp motors, one for dupli- 
cator; one for vacuum pump. Automatic inking 
— ink flow and feed adjustable. Price 
1650. 


Multigraph Model 1327 

Designed for high speed, heavy duty duplicat- 
ing, employs Multilith process, for simple opera- 
tion. Price $2875. 


Autocopy, Inc., 462 West Superior St., Chicago. 
Beck Duplicator Corp., 18 West 18th St., New York. 
Model C-15 Electric Duplicator. 

@ A heavy duty duplicator that will handle or- 
der and invoice and straight run duplication at 
the rate of 55 to 65 copies per minute. It will 
duplicate a sheet 14” x 17”, give hairline registra- 
tion and the copies are delivered flat and face up. 
Easily adapted for block out purposes; roll can 
be wound both forward and backwards. 


The Dayton Typewriter Co., Dayton 10, Ohio. 
Model C Rotospeed. 

@ Takes sizes of paper from postcard to 9” x 16”. 
Aluminum alloy side frames and wheels, brass 
bearings, and all-metal construction; finished in 
wrinkle enamel and chrome plating. Automatic 
feed. Position of the printed copy can be raised 
or lowered over 3” by simple adjustment. 

Feed table adjustable to different lengths of 
paper; table can be pushed under machine when 
not in use. Paper feeding mechanism requires no 
adjustment for different weights of paper. Oscil- 
lating feed rolls keep paper stacked evenly with- 
out a backstop. Automatic impression roll re- 
lease prevents impression roll from contacting 
cylinder. Price, $69.50. 


A. B. Dick Co., 720 West Jackson Blvd., Chicago. 
Mimeograph 93 Duplicator. 

@ Dimensions 46” long x 2514” wide x 49” high. 
Rigid steel construction; stand has two doors, 
extension leaf, and interior shelf. Stand mounted 
on casters. Important working parts enclosed; 
all metal parts treated against corrosion. Brown 
wrinkle finish; controls in red plastic. Steel-band 
brake on crank-handle. Centralized oiling for 
many main bearings. Closed cylinder, easily re- 
movable without tools. Automatic re-inking sys- 
tem; more copies per inking. 
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Ratio 2 to 1 crank to cylinder. Cylinder 
Vaco ball-bearing; easily removable  withor 
tools; rises only when paper is fed. Duplicates y 
to 11” x 17”. Paper feed automatic; shuts off a 
tomatically for re-loading and when desired num 
ber of copies is obtained. More sensitive feediny 
mechanism. Entire feed table rises automatical) 
to maintain feading level; adjustable laterally at 
turn of knob; calibrated laterally for retainer raj 
adjustments. 

Impression paper to 12” x 18”; substance, If 
to 24 and above; capacity, 500 sheets of substance 
20 paper. Receiving tray adjustable in length 
and width; 3 tilting position for improved stac. 
ing. Easily detachable. Adjustable stripper 
Push-button stop and start, in red and black 
Calibrated raising-lowering device on cylinder 
Precision copy straightener on cylinder; buck 
adjustment for registration. Has recorder thi 
counts copies, indicates number yet to be ru, 
shuts off feed at end of run. Equipped with ele. 
tric drive; motor AC or DC; quiet. Safety COR. 
necting-link control between motor switch ani 
erank handle; free-wheeling clutch mechanism. 
Variable-speed control, 35 to 110 copies per mip. 
ute. Price, $862.50, with AC or DC motor, ply 
excise tax and any other similar imposts. 


Mimeograph 92 Duplicator. 

Dimensions 4414” long x 211” wide x 17 
high. Duplicates up to 712” x 14”. Impression 
paper, 3” x 5” to 814” x 16.”, substance 16 to 2 
and above; crank to cylinder ratio and capacity 
same as model 93. Inking, feeding, reloading 
counting, stacking and operating contro] same # 
Mimeograph 93. May be attached to Mimeograph 
16 stand for electric drive. Copy adjustments 
same as 93. Same type of stand and power, drive, 
and clutch mechanisms as the 93. Variable sped 
control, 50 to 150 copies per minute. Price: $768, 
with AC motor; $775 with DC, plus excise tax ani 
other imposts. 


Mimeograph 91 Duplicator. ill 
Dimensions 40” long x 2114” wide x 177," high 
Same construction; same braking, inking, ratio 
(crank to cylinder) as model 92. Impression pa 
per and duplicating limits same as model 92. Ce 
pacity, 165 sheets of substance 20 paper. Pape 
feed automatic; shuts off automatically for r 
loading. Front of feed table rises automaticallyti] § 
maintain feeding level. Drops automatically fa 
re-loading. Receiving tray adjustable in length 
easily detachable. Operating control simple lever. 
Copy adjustments same as other models. Counts 
copies; indicates number yet to be run; rings bel 
at end of run. Power installation and speed samt) § 
as for model 92. Price: $681.50 with DC motor) } 
$674.50 with AC; plus excise tax and other p+ 
sible imposts. 


Mimeograph 90 Duplicator. 

Hand operated machine, crank-cylinder tat! 
one to one; dimensions 3914,” long x 1934" wide 
14” high; no stand. Duplicating limits same® 
models 91 and 92. Capacity, 100 sheets of sib 
stance 20 paper. Paper feed automatic. Integr 
ink distributing brush. Feed table stationaly: 
easily detachable. Recorder available at sligt 
extra cost; counts the number of copies only. Ra* 
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|. Paragon-Revolute'’s Revolute 8Q Printer. 4. Gwenly Corp.'s the Gwenly. 
2. Ozalid Division, General Aniline & Film Corp., the 5. Hunter Electro-Copyist's Mode! CP-18. 


Streamliner. 6. American Photocopy Equipment Co.'s Apeco. 
3. Victor Safe & Equipment's Viseco. 
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ing-lowering device on cylinder; copy straight- 
ener on cylinder. Paper receiving tray adjustable 
in length; easily detachable. Price, $125 plus ex- 
cise tax and other possible imposts. 


Ditto, Inc., Harrison at Oakley Blvd., Chicago. 
Model 14 D-44, 

@ Black wrinkle finish; provides registration 
for any size form up to 1414” x 18”. Copies can 
be made on any weight of paper from 16 pound 
sheets to card-stock; delivered face up and flat. 
Comes in both automatic and hand feed models; 
each model equipped with automatic counter. 
Motor-driven. 

Master copy is made by writing, typing or 
drawing through a sheet on Ditto Direct Process 


carbon paper which is available in four colors, pur- 


ple, red, green, and blue. Copies are reproduced 
directly from this original by use of a special 
Ditto Direct Process liquid. Master copy can be 
filed away and used repeatedly until all ink has 
been exhausted. Cost is about 6 cents for the first 
100 copies, and 3 cents for each subsequent hun- 
dred. Makes 500 copies from each original. On- 
off operating switch. Makes 250 copies before the 
feed tray requires reloading. Price for hand 
feed, complete with stand, copying surface 
14” x 165%”, $587.50, plus excise tax; price for 
automatic feed, same copying surface, $632, plus 
excise tax. . 


Ditto Model 9D44 

Embodying all features of model 14D44, but 
with copying surface of 814” x 165%”, price, com- 
plete with stand, $520.50 for automatic feed; 
$475.50 for hand feed; excise tax applies in each 
case. 


Ditto Model 14D44 and 9D44 Sitting Posture 
Machine. 

Designed especially for methods work but can 
be used for ordinary duplicating. Reduces oper- 
ator fatigue by permitting operator to sit down 
while using. Available with or without automatic 
feed, with or without magnetic drum, which 
speeds up operation of blocking out unnecessary 
data on certain jobs. Motor-driven. 

As many as 70 copies a minute; up to 500 copies 
per master. Fast, simple operation; electric foot- 
pedal control (leaves both hands free for feeding 
forms); copies visible from sitting position; 
micro-registration adjustment. Same choice of 
copying surfaces as on other D4¢ models. Models 
9D44, with automatic feed, $593.50; hand feed, 
$548.50. Model 14D44, automatic feed, $705.50; 
hand feed, $660.50. 


Ditto Model 14D43 Hand Operated. 

Choice of automatic or hand feed; both models 
automatically eject copies into receiving tray face 
up and flat. Up to 70 copies a minute on the auto- 
matic feed; up to 50 a minute when hand-fed. Up 
to 300 copies are made direct from the master. 
No stencils, type, or ink needed. Copies can be 
made on paper of any weight from 16 pounds to 
card stock and on any size stock up to 1414” x 17” 
maximum for the large size machine. Copying 
surface size 14”x 165%”. Liquid and pressure 
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control dials make it possible to regulate the 
brightness of copies. Available with magnetic 
drum for methods work. Price, complete, auto. 
matic feed with stand, $503.50; hand feed, 
$458.50. 


Ditto Model D15 

New, not yet in Ditto’s catalogue. Simple, fast, 
Finished in hammered grey. Non-corrosive stain. 
less steel parts. Receiving tray serves as cover 
when machine is idle. Copies direct from original 
writing, typing, or drawing; copies four colors in 
one operation. Makes 100 or more copies per 
minute. Produces 300 and more copies from each 
original. Copies forms 3”x5” to 914”x14’, 
Copies on varying weights of paper and cards 
stock. Originals may be re-used until entire ink 
supply is exhausted. Crank-cylinder ratio 1 to 1; 
simple, fast liquid and pressure control for reg. 
ulating brightness and number of copies. Three. 
digit reset counter; reversible feeding mechanism 
for long and short copies. Simple and positive 
master attachment. 


Ditto Model D5. 

Automatic or hand feed, 40 to 70 copies per 
minute. Hand-operated. Crank to cylinder ratio 
2to1. Automatic or hand feed. Ejected face up 
and flat automatically. Automatic counter; liquid 
and pressure control for regulating the bright. 
ness and number of copies. Price, $200 for auto- 
matic feed; $173.50 with hand feed, plus ex 
cise tax. 


Hectographia Corp., 110 West 17th St., New York. 
Eveready Duplicator. 

@ Printing surface 834”x13”; all aluminum 
base; equipped with rubber suction feet to hold 
it firmly in place and prevent marring desk or 
table top. Protected against injury and dust by 
a heavy impregnated cover and gold embossed 
leatherette. Can fit into a desk drawer. 


Write, type, or draw the desired copy using 
either Hectographia carbon, pencil, ink, or type 
writer ribbon, on an ordinary sheet of hard sur- 
face bond paper. From this one original, or 
master copy, up to 100 copies can be made; can 
use as many as five different colors. Gelatine 
films are used over and over again. Ink left on 
the films after use is never washed off; ink is 
automatically absorbed on to the specially treated 
fiber backing. In 48 hours the film is once again 
ready for use. Since no gelatine is ever wash 
away, films give more copies, and have longer life. 

Worn out films easily replaced. No special 
tools needed; any coin will fit the specially slotted 
screws that hold the films in place. Price, com- 
plete with ink and sponge, $5.75. 


Heyer Corp., 1850 South Kostner Ave., Chicago. 
Model C Lettergraph. ; 
@ Full legal size stencil duplicator. Cast alum 
num side frames; all metal construction. Pro 
duces 100 or more copies per minute. Fast sing 
arm automatic feed, simple to, operate. Provides 
maximum convenience in loading paper; has lat 
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7. Standard Dupli- 
cating Machines 
Corp., Model 
EMD. 

8. Ditto,  Inc., 
Model D-15. 

9. A. B. Dick Mod- 
el 93. 

10. Niagara Dupli- 
cator Co., Mod- 
el 250. 


11. L. C. Smith & Corona 
Typewriter Co., Vivid. 

12. Addressograph-Multi- 
graph Corp., Multi- 
graph Model 50. 
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eral adjustment, sliding weight for increasing or 
decreasing down pressure of the feed, and a float- 
ing, self-levelling action. Feed table has a large 
paper capacity; quick-set guides and backstop 
can be changed to accommodate various sizes and 
widths of paper. 

Large inside-inked perforated cylinder; posi- 
tive all-metal cylinder brake, hook-on receiving 
tray, standard stencil bution bar. Easily attached 
counter is optional ($6.50 extra). Price, $47.50 
complete with supplies. 


Model D Lettergraph. 

Like the model C, but more automatic; roller 
release mechanism actuated by paper. When 
paper isn’t fed it locks the impression roller out 
of printing position, assuring clean impression 
roller, eliminates hand throw-off. Also has posi- 
tive paper strippers which prevent paper from 
pa to stencil. Complete with supplies, 

50. 


Model E Lettergraph. 

Has all features of models C and D, plus auto- 
matic cylinder of improved design. Eliminates 
hand inking, saves time; suitable for larger vol- 
ume of work. Printing cylinder is entirely en- 
closed. A half-pound of ink is poured into cylin- 
der at one time and screw cap replaced. Con- 
trolled automatic inking gives simplified, positive 
control of ink at all times. Complete with sup- 
plies, $69.50. 


Marr Duplicator Co., 53 Park Pl., New York. 
Marr Model E. 

@ Takes postcard to legal size paper. Black 
wrinkle enameled. Main bearings are ball or 
needle point rollers. Secondary bearings oilite. 
Side frames cast-iron. U-type cast-iron one-piece 
frame supporters. Continuous feed, fully auto- 
matic, non-stop loading. Hairline registration, 
accurate at high speed; positive single sheet feed- 
ing. Rotating button bar-stencils removed by 
clean top. Price, $660. 


Niagara Duplicator Co., 128 Main St., San 

Francisco. 

Model 250. 

e@ Height 45”, length 41”, depth 1614”; available 
only as a complete electrically-driven machine. 
Main parts, are, in order to maintain closest toler- 
ances, die-cast of Zamak material. All parts sub- 
ject to the greatest wear are hardened. Bearings 
throughout are mainly of the self-lubricating type 
and the bearings for the main control shaft are 
of the phosphor bronze sleeve type. Cabinet and 
outside machine parts are finished in special air- 
dried lacquer. Outside operating machine parts 
are chrome-plated. All operating parts of the 
—- are specially treated for rust preven- 
ion. 

To insure trouble-free operation, perfect align- 
ment is maintained between the bearings on one 
side to those on the other by manufacturing each 
side in one entire unit; the impression roller on 
the 250 is synchronized to the speed of the drum, 
thus prolonging life of stencil by eliminating a 
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friction burden. Driving mechanism 1s eng 
neered for gradual pick-up to speed at which th 
machine is set, eliminating initial torque. 

All Niagara duplicators are rotary stencil typ 
duplicators. Produces 250 copies per minute 
Can feed and accurately print on paper of mu¢ 
greater variety because of “pull” type feed, a 
opposed to “push” feed. Paper is pulled from 
front leading edge by primary feed rollers inty 
heart of machine from where it is imprinted an 
again pulled into the receiving tray. _ This makes 
the machine capable of handling with accuraey 
the greatest variety of paper: light onion skin, 
heavy paper, cardboard, post cards, rough, slick, 
bond, or spongy paper; most kinds at top operat 
ing speed. 

Built-in duplicator lamp is adjustable to any 
desired position above stencil and disappears com- 
pletely from sight at the rear frame of machin 
when not in use. Dual predetermining counter 
is a new Niagara invention having two sets of 
dials; one set counts the copies printed; other 
counts off the predetermined number of copies the 
machine has been set to print. Upon completion 
of the run, the counter shuts off the automatic 
feed, and also shuts off the motor. 

Niagara speed sheeter, operating at the to 
speed of the 250, will interleave the printed copies 
Speed sheets can be inserted or removed in thre 
seconds. Entire operating attachment can k 
mounted on or removed from, the machine in3 
seconds, and drops speed sheets only when copies 
are printed by the machine; no-waste. This is 
an exclusive feature with Niagara. Printing 
range adjuster allows the copy to be raised or 
lowered on the sheet up to nine inches; change 
can be effected in two seconds. 


Niagara Models 200 and 150. 

These models come in a wide variety of sub- 
models depending upon the various Nigara fee. 
tures incorporated. Operating speed of the Ni- 
agara models are indicated by the model number 
(No. 200 has capacity of 200 copies per minute, 
etc.) Available as hand-operated machines. 


Niagara Model 125. 

Used in school work, and where several differ- 
ent operators may be using the same machine. 
Has a minimum of adjustments, although retail 
ing the printing range adjustment. Available 
as hand-operated machines. Prices, delivered, it- 
cluding speed sheeter, are: No. 250, $875; No. 
200, $795; No. 150, $690; No. 125, $555. 


Rutherford Duplicator Co., 504 Waugh Dr., 
Houston, Tex. 

The Duplicard. : 

@ Stencil postcard duplicator, rotary, taking 4 
card up to 314”x 6”. Has a plastic case. Equip 
ped with a full floating printing assembly an 
gravity feed; permits the feeding of shipping 
labels, shipping tags, and other small forms. Pre 
duction speed of 1,000 cards per hour. List price, 
$12.95, plus excise tax. 


(Turn to page 66) 
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L. C. Smith & Corona Typewriters, Inc., 701 East 

Washington St., Syracuse, N. Y. 
Vivid Conveyor Duplicators—C Models. 

Dimensions of copying surfaces 14” x 18’, 

18” x 24”, and 18”x32” (designated as 1418-C, 
1824-C, etc.). All steel and aluminum construc- 
tion, with baked enamel finish. All three models 
are equipped with built-in moistening devices, 
floating carriages, re-wind mechanisms, and roll 
conveyor mechanisms. All machines are manu- 
ally operated. Vivid Conveyor Machines are gel- 
atin duplicators with roll conveyer mechanism. 
This protects the rolls while in and out of use, 
automatically advancing each roll into position 
in its proper sequence of use. 

Each model available in 4 roll capacities, the 
price ranging from $364 to $545, without tax. 


Speed-O-Print Corp., 161 East Grand Ave., 
Chicago. 


Junior Liberator Model 200. 


@ Automatic rotary duplicator. Accurate regis- 
tration accomplished by new front paper stops; 
impression paper feeds into them, then immedi- 
ately released for contact with stencil at precisely 
same point each time. No complex operating 
adjustments; minimum of simple running prepar- 
ations. 

Feed table accommodates all sizes of stock, post- 
card to legal size. Choice of three types of cylin- 
der: open cylinder, hand inking; open cylinder 
with brush inker; closed cylinder with automatic 
brush inker. Also equipped for slip-sheeter at- 
tachment. Price, $29.50; optional automatic 
= $6.50 extra. Duplicator cabinet-base, 


<<“, Duplicating Machines Corp., Everett 49, 
ass. 
Master Models. 


° Available in three basic models which have the 
ollowing paper size capacities: 9” x 14”, 12” x 14”, 
and 18”x14”. However, all models are capable 
of handling sizes from 3” x 5” up to their respec- 
tive maximum sizes. All sizes can be fed by hand 
or if machine is equipped with a Standard Auto- 
matic Feed, can be fed automatically. 


Model ELMLA. 


Through the ‘aid of dual automatic feed will 
handle forms up to size 18” x14” and is equally 


DUPLICATING MACHINES 


effective for feeding twin stacks of paper as larg 
as 814” x 14” of either two identical copies or ty 
entirely different copies at the same instant thy 
enabling reproduction at the rate of 100 copia 
or more a minute. This model is electrical} 
driven and copies are fed automatically. 

Basic materials are steel, aluminum, and ry} 
ber. Currently all models are finished in blac 
crinkle enamel frames or sidewalls, alumilitg 
feed and receiving trays, and chromium-plata 
tie-rods. 

Outstanding feature of Standard duplicatoy 
is the method of fluid application. The fluid flow 
automatically by gravity action from the invertej 
filler-bottle to the reservoir. Constant level ¢ 
fluid is automatically maintained in the reservoir 
by barometric action. The wick carries the fluii 
upward by capillary action to the applicator rolle 
which applies the fluid uniformly to each cop 
sheet. Interruption of operation has no effect o 
fluid application. Wick is always saturated ani 
the machine is always ready for use without prin. 
ing, or other make-ready preparation. 

Prices of Standard duplicators range from 
$243 to $717, depending upon the model and geo 
graphical location of purchaser. 


Wolber Duplicator & Supply Co., 1201 Cortland 
St., Chicago. 
Copy-Rite 


e Electric liquid duplicator. Adjustable sik 
guides, with fixed positions for letter, legal, an 
postcard size. Two-tone grey finish. 

Automatic master sheet lock and release; mas 
ter sheet is placed in drum and automatically 
locked in place. When drum stops, the master 
sheet is automatically released for easy removal. 
Fingertip controls for easy operation. Pape 
feed feature permits loading of a full ream of 
copy paper from the side without removing th 
automatic paper feed. This new feed is delicately 
balanced and can be lifted with a touch of the 
fingers. Safety device prevents damage to the 
automatic paper feed if the duplicator is left 
running. 

Concealed motor employs a worm gear drive. 
Employs roller moistening without wicks # 
pumps; accurate registration. 

e twin, hand-operated Copy-Rite is also avail 
able. 


PHOTOCOPYING MACHINES AND DEVICES 


American Photocopy Equipment Co., 2849 North 
Clark St., Chicago. 
The Apeco. 


e@ Dimensions overall, approximately 12” wide 
by 22” long by 14” high. Wood frame finished 
in walnut. Equipped with a rigid plastic on the 
cylindrical periphery over which is placed a flex- 
ible fabricoid covering which provides contact 
against the periphery for contact photographic 
type printing. Tautness and tension are provided 
by springs on a cross-bar mounted in the end of 
the flexible covering. Light source for contact 


exposure is a General Electric Lumiline Tube 
placed at the center point of the cylindrical sur 
face, 110-120 volt AC or DC. A manually-oper 
ated light switch or mechanical timer is suppli 
in accordance with the desires of the user. 
Produces photo-exact prints of anything wit 
ten, printed, or typed as large as 18” x 22”. Real 
able negatives can be produced in one operatid 
(white type against a black background). Pos 
tive type prints with black characters on a whilt 
background are produced by first making af 
verse negative from which an unlimited numb 
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of positive type prints can be produced. Price, 
55. 


Gwenly Corp., 116 John St., New York. 
The Gwenly. 
@ Overall dimensions 15144”x11144"x10". Re- 
produces anything printed, written, typed, or 
drawn. Actual size, up to 10”x 14”, whether it 
is black, white, colored, flat, or from books and 
magazines, without necessity of removing pages. 
All metal construction. Polished metal mirror 
backed with steel springs assures wrinkle-less 
copies. Simple operating switch; electric cord 
and plug for AC or DC current. Heavy polished 
chrome lock on case. 

Special bevel ledge on case to accommodate 
bound material for copying. Copies obtained 
speedily; price, $57.50. 


The Haloid Co., Rochester 3, N. Y. 
Foto Flo. 


@ Entire machine measures 15’ long, including 
copyboard; it is 5’5” wide, and 7’ high at its 
highest point. Stainless steel construction. High- 
speed, fully automatic. Turns out four 18” x 24” 
completed prints per minute. Prints travel auto- 
matically through the self-contained processing 
units which include under one housing the follow- 
ing: developer, short stop, hypo and washing 
tanks, as well as 2-drum single-belt dryer. De- 
veloper and short stop tanks, as well as the drying 
‘drums, are temperature-controlled. The copy- 
board is raised or lowered by electric controls. 


A single operator stationed in front of the copy- 
board controls exposure, paper wind-down, and 
cut-off by a push-button control. Takes a 700- 
foot roll of photocopy paper; chemical loading is 
simple and speedy. LEasily removable parts. 
Power required is a 4-wire, 220-volt, 60-cycle, 50- 
ampere line. Camera lens moves in and out to 
conform with copyboard, which also moves up 
and down. Rotary type shutter insures uniform 
exposure at all times. Controlled automatically 
by setting of timer. 

Button control unit controls time of exposure, 
feeding of paper, and cutting off to size. Dial 
setting on side of machine automatically controls 
setting of curtain any length of paper from 8” 
to 24” exposure in increments of 1”. Hanovia 
lights for copyboard are fastened to copyarm of 
machine and travel with the board and are self- 
adjusting. Rotary type knife. Curtain assembly 
adjusted _ automatically with paper length by 
master dial. Capacities of processing units are: 
30 gals. developer, 16 gals, short stop, 48 gals. 
hypo, and 70 gals. water (washer). Average 
water consumption, 2 gals. per minute. Will use 
1 gal. developer per 180—18” x 24” full size prints. 


Developer and hypo levels are automatically 
maintained by gravity feed auxiliary tanks. Has 
two drying drums with one continuous single 
belt; can be heated by electricity or gas. Will 
blow up copy two times; will reduce copy half 
size. Consumes 2 gallons of developer per 700- 
foot roll. Takes all grades of photo-copy paper, 
spooled face out. Total weight of Foto-Flo, in- 
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cluding weight of paper, chemicals, and water 
when units are loaded to capacity, 1S approxi. 
mately 4,000 lbs. 


Hunter Electro-Copyist, Inc., Syracuse 4, N. Y, 
Model 1419. 

@ Overall dimensions: 24” long, 17 Vy" wide, lr 
high. Capacity, copies up to 14” x 19”. Finish 


_is light cherry red. Contact pressure manually 


achieved by toggle clamps; has Rhodes automatic 
timer (110-volt AC or DC current) ; dual lights, 
Will reproduce anything drawn, printed, photo 
graphed or typed. Simple operation. Wide Va- 
riety of Hecco-Dyzed papers available for differ. 
ent types of reproduction work with all Hunter 
models. Price, $75. 


Hunter Model 1620. 


Overall dimensions: 26” long, 22” wide, 1¢ 
high. Size of copies up to 16” x 20”. Light cherry 
red finish. Contact pressure achieved same as 
model 1419. Cramer electric timer, 110-volt o 
220-volt AC current; Rhodes timer 110-volt DC 
current. Has roll paper container for 13%,” roll 
cut sheet drawer. Instrument panel removabk 
for easy access to timer and switches. Panel black 
with white letters. Dual lights and red scanner 
light. Also instrument panel light. Price, $135, 


Hunter Continuous Printer Model CP18. 

Will handle material up to 18” wide, and of any 
length. Weight 110 lbs. Overall dimensions 
2614” wide, 13” deep, 1744” high. Designed for 


“use on 110-volt, 60-cycle power supply; it draws 


approximately 300 watts from the line. All mov- 
ing parts carried on chassis installed on a \’ 
solid steel plate. Enclosing cabinet is one piece 
16-gauge steel with black crackle enamel finish, 
secured to base with screws. Access to light 
source is through circular doors at either ené. 
Two 20-watt fluorescent gold tubes are provided 
for reflex printing and one 20-watt fluorescent 
white tube for use in making positives from dense 
negatives. Tubes are separately controlled from 
switches on panel plate. 

Front feed and delivery by means of endless 
canvas belt. Correct tracking of belt and belt 
tension is maintained by an automatic tracking 
mechanism. A 1/30 hp. electric motor acting 
through a speed reducer drives a hardwood roller 
which gives a constant speed of 6 feet per minute 
to the belt. Heavy pressure between original or 
negative and the sensitized paper maintained by 
6” dia. glass cylinder. Time of exposure Is Col 
trolled by a shutter located within the glass cylit- 
der. Position of shutter is controlled by a knob 
on the panel. The shutter operates through 4 
range from completely closed (zero illumination) 
to wide open (full power of tubes). Permanent 
setting. Reversing switch on panel plate. If 
motor is stopped and reversing switch throw! 
material that is fed into machine crookedly may 
be run back out. Price, $250. 

Other Hunter models for larger applications 
(engineering, aircraft drawings) available. 


(Turn to page 69) 
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Ozalid, Div. of General Aniline & Chemical Corp., 
Johnson City, N. Y. 

O1alid Streamliner 

Width 62”, height 51”, depth 36”, weight, 945 
fs. Grey hammerloid finish; controls of red cata- 
jan. Any translucent piece of paper or film can 
serve as the master; anything typed, written, or 
drawn on such a master will be reproduced by 
superimposing on it a sheet of Ozalid sensitized 
paper, cloth, foil, film, or plastic, and passing the 
two pieces through the machine. Both are con- 
veyed around a high-pressure mercury vapor 
lamp which transmits rays which penetrate the 
translucent original and reduce to an invisible 
compound all areas of the sensitized material 
which are unprotected by the lines and images 
of the original. The exposed sensitized material is 


dry developed by ammonia vapors from the per-. 


forated developing tank which transforms the 
sensitized lines into permanent dye images. By 
using different types of Ozalid papers, lines and 
images of the original can be reproduced in black, 
blue, red, and sepia. Copies produced in 25 sec- 
onds (positives). 

Accommodates material up to 42 inches wide; 
prints up to 10 feet a minute; develops up to 5 
feet a minute. Electrical consumption: starting, 
29.5 amps. at 220V; operating, 21 amps. at 220V. 
Wired for 60 cycles single phase, 220V, AC. 

Compact, economical; all operations performed 
in one unit. Instantaneous speed control permits 
immediate changes in speed when printing orig- 
inals of varying capacity. Designed especially for 
office use; all controls are within immediate 
reach; prints are delivered dry, ready for imme- 
diate use, stacked in correct order. 

Price: $1,185, also available for 220V, AC, 50 
cycles, single phase, $15 extra; for 220V, AC, 
25 cycles, single phase, $75 extra. 


Paragon Revolute Corp., Rochester 4, N. Y. 
Revolute 8Q Printer. 

28” wide, 52” high, 60” long in 42-inch size; 
72” long in 54-inch size. Cast aluminum frames; 
gray wrinkle finish. 8” diameter Pyrex glass con- 
tact cylinder; 75-watt quartz lamp or fluorescent 
lamps, depending upon materials to be exposed. 
Single lever speed control. 

Original sensitized material fed between glass 
cylinder and series of canvas bands. Contact 
bands, sensitized material, original, and glass 
cylinder revolve at same speed around light source 
to expose prints. Rate of exposure controlled by 
speed with which material passes around glass. 
Original and sensitized material deposited in re- 
celving tray within easy reach of operator. Ma- 
chine speed changed by means of lever located 
at left end of feeding leaf and indicated on techo- 
meter directly above the shift lever. Operates at 
speeds ranging from 6” to 32 lineal feet per 
minute, 

Used for exposing any of the slow-speed sen- 
sitized materials, such as blueprint, VanDyke, and 
whiteprint papers, cloths, and specialties. When 
‘quipped with a fluorescent lamp, copies can be 
November, 1947 


made from originals made on opaque materials 
or on two sides, as well as by transmitting light 
through the original. Materials are color-sensi- 
tive and available in either opaque or translucent 
papers and translucent waterproof cloth. 

List Price: 42” with fluorescent lamp, $1250; 
42” with quartz lamp, $1900; 54” with fluorescent 
lamp, $1600; 54” with quartz lamp, $2600. 


Revolute M4 Automatic Blueprinting Machine. 

Length 126”, width 70” for 42-inch machine; 
82” for 54-inch machine; height 64”. Aluminum 
castings, stainless steel rollers, trays and splash 
guards in processing section; aluminum drying 
cylinders. Gray wrinkle finish. 12” diameter 
Pyrex glass contact cylinder provides maximum 
light utilization and prevents static, slippage, and 
smudging of originals. Quartz lamp, either 75- 
watt or 95-watt. Extra long water wash and 
chemical application to assure thorough proces- 
sing at high speeds. Six 8” diameter drying cylin- 
ders, electrically heated and nested for maximum 
efficiency and fast drying. Warm air from print- 
er directed on prints to aid in drying. Sealed, 
prelubricated bearings mounted from outside of 
frame assure long life. Modern appearance to 
harmonize with modern office equipment. 

Sensitized material passes through machine in 
continuous yardage. Operator merely lays trac- 
ings on moving ribbon of paper. Exposure, wash- 
ing, developing, and drying performed automat- 
ically. Operator has both hands free to handle 
work and continuous operation acts much the 
same as conveyor belt to speed up production. 
Produces blueprints, blueline prints, VanDyke 
negatives, brownline prints, and whiteprints at 
speeds up to 32 lineal feet per minute. 


Machine is automatic, a continuous yardage 
unit for printing, washing, developing and dry- 
ing. Uses a revolving glass contact cylinder in- 
stead of sliding the paper across a stationary seg- 
ment of glass. For large production require- 
ments because blueprint paper costs only about 
14c per square foot as compared with much high- 
er paper costs for other types of prints; continu- 
ous yardage exposing and processing is fast meth- 
od of producing large quantities of prints. 

List Price: 42” size with 75-watt lamp, $6100; 
42” with 95-watt lamp, $6400; 54” with 95-watt 
lamp, $7400. 


Revolute Model A Finisher. 

_ 24%” wide, 6914” high, 607%” long in the 42- 
inch size; 72%” long in the 54-inch size. Cast 
aluminum frames, stainless steel enveloping tanks 
and rollers, neoprene sealing sleeves. Gray 
wrinkle finish. 

Perforated stainless steel rollers used in place 
of stationary perforated plate; diaphragm pump; 
interval timer and thermostat to control tempera- 
ture; single switch starting; automatic belt travel 
control; scavenger for ammonia fumes when ma- 
chine is stopped. 


Sensitized paper passes over series of stainless 


steel rollers. Rollers, paper, and sealing sleeve 
travel at same speed. Diaphragm pump lifts 
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ammonia from supply bottle in base of machine, 
meters correct amount and delivers it to evaporat- 
ing tray. Pre-heaters assure rapid warm-up and 
temperature automatically controlled by thermo- 
stat and interval timer. Operating temperature 
and amount of ammonia can be varied to suit 
papers of various manufactures. Develops am- 
monia-type whiteprints at 15 feet per minute. 
Perforated rollers minimize possibility of prints 
sticking in developer, reduce belt wear, decrease 
necessity for cleaning tanks and powdering seal- 
ing sleeve and minimize scratching. Diaphragm 
pump assures automatic supply of ammonia with- 
out necessity of filling storage tanks, has no 
needle valves to clog, and does not depend on 
static pressure for rate of feed. Temperature 
control assures flexibility in handling various 
types of papers and specialties. 
List Price: 42”, $950; 54”,$1125. 


Revolute Jumbo Dryer. 

@ 35° wide, 49” high, 69” long in 42-inch size; 
81” long in 54-inch size. Cast aluminum frames, 
steel drying cylinder. Gray wrinkle finish; dry- 
ing cylinder polished and chrome-plated. % ” 
thick steel wall drying cylinder, holds heat, pre- 
vents localized cooling; 24” diameter drying 
cylinder, center drum support, improved drive 
mechanism, new gas control. 

Wet prints are fed in between canvas apron 
and drying cylinder. Endless canvas apron car- 
ries work around drying cylinder and drops dry 
prints at rear of machine. Because this machine 
has a thick drying cylinder, sufficient heat is avail- 
able to prevent localized cooling; assures evenly 
dried prints regardless of length or quantity 
dried. Speed from 1 foot to 15 feet per minute. 
Sturdy construction assures long life. Thermo- 
stat control provides uniform drying tempera- 


FILING 


All-Steel Equipment, Inc., Aurora, Ill. 

5000 Line. 

e@ In grey finish; chip-proof enamel (other colors 
available). Patented free-floating suspension 
cradle allows frictionless action for moving parts. 
A one-movement, positive side-locking follower 
block easily adjustable every 14”. Drawers pull 
out even with file, giving 26!” lineal filing space. 
Rigid cross bracing; full opening drawers. 
Torque plate reinforcement under each drawer 
shelf. Rigid frame construction. Drawer fronts 
are flanged back and welded to bottom for extra 
strength. Genuine bronze hardware. 


Art Metal Construction Co., Jamestown, N. Y. 
Style 76C40. 

@ Standard grade 4-drawer letter file; outside 
dimensions: width 14 15/16’, height 51 13/16’, 
depth 2814”. Drawers are fitted with ball-bearing 
roller cradle suspension; permits easy opening or 
closing by reason of 12 steel rollers (eight of them 
ball-bearing) for each drawer. Each drawer 
equipped with gravity lock compressor. Adjust- 
able file supports. Contents of the file are tilted 
back for ready reference; loosening and tighten- 
ing of compressor is eliminated; drawer is divided 
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ee es 


tures and maximum belt life. New ignition ap 
tem for gas heated machine simplifies lighting 
of burner and adds to safety of operation. 


List Price: 42”, $975; 54”, $1075. 


Remington Rand, Inc., 315 Fourth Ave., New Yor, 
The Dexigraph. 

Length 54”, width 26", height 37°; weight 
lbs. Photocopy camera; adjustable focus. Wij 
make a full size copy of a record 14”x 84", 
reduce it to 10”x6”. Equipped with a receggg 
copy table for use with 8” steel Kardex slide 
Requires a table space 47” x 20”. 

Uses 24” fluorescent tubes and operates on lif 
volt, 60-cycle AC. Can be purchased outright 
leased, or obtained under a _ purchase-lease g 
rangement which eliminates the necessity for; 
large capital expenditure. One operator can mak 
160 exposures and still have ample time to procex 
all of them within an hour. 


Victor Safe & Equipment Co., North Tonawand, 


N. Y. 

The Viseco, Photo Reproducer. 

18” long, 714.” high, and 12” deep; weighs 17 
Bs. Printing surface is 10°x 1514". All-meti 
construction. Will copy anything typed, written 
printed or drawn, up to 914" x15". Has an aute 
matic timer; equipped with standard frosted } 
watt bulbs; light is diffused over the entire sur 
face by the specially coated glass plate. The to 
cover has a foam rubber pressure pad which a 
sures an absolutely tight contact between th 
original copy and the sensitized paper. Visew 
sensitized papers, chemicals and accessories ar 
available. 

This model, with an automatic timer, lists fo 
$59.50. Another model in wood, which has to b 
timed manually, lists for $47.50. 


CABINETS 


into separate compartments; thick, heavy book 
and single papers can be filed in the same drawer 
without distorting file neatness; file supports cat 
be lifted out for space adjustment when and # 
desired. Lock for the cabinet is optional. Avail 
able in cap size. 

Have available 2, 3, and 5-drawer cabinets 
(letter and cap size), as well as a wide variety 
of standard size substitute drawer inserts to give 
a complete file system in one unit for the smal 
business. 


Atlas Stencil Files Co., 1458 Hayden Ave., 
Cleveland, Ohio. 

Model 200 Portable. 

@22'4” high, 1214” wide, 1014” deep. Black 

green crackle finish; made of steel. Compatt 

Designed for small offices and educational institu 

tions. Capacity, 50 to 200 stencils, 50 to IW 

plates or masters. List price $24. 


* Model 1000 Twin DeLuxe. 


25” x 25”; constructed of heavy gauge stee! 
crackle finish in black, with ball-bearing roller 


(Turn to page 70d) 
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pect. A. General Fireproofing Co., Model 5505L Super Filer. % 
_— B. Rockwell-Barnes Co.'s Rock-a-File. 

C. Globe-Wernicke Co. Model 7341. 

D. Art Metal Construction Co. Model 76C41. 
E. Metal Office Furniture Co. Model 1805. : 

F. Corry-Jamestown's Model 187 Tabulating File. 
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G. Brown Morse's Model 5412. J. Cole Steel Equipment Co. Model 1002. 
H. All Steel Equipment Co.'s 5000 Line; K. Western Mfg. Co. Model "2500" Line Desk Companion. 
1. Atlas Stencil Files Co. Model 200. 
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Columbia Steel Equip- 
ment Co. (various insert 
combinations). 


Bankers Box Co., the 
Liberty. 


Guide System & Sup- 
ply Co., the Leader. 


Cardinal Sales, Inc. 
Yawman & Erbe Mfg. 


Co. 
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(From page 70) 


Will file 1,000 stencils or 600 duplicator plates or 
masters. 

Vertical hanging of masters protects them 
against scratching, dust, and improper handling. 
Specially designed hangers move easily along 
track supports. Two lugs, one near each end of 
the hanger support the stencil or master. A lock- 
ing lug in the center of hanger holds stencil or 
master in position. Hangers may be obtained as 
additional equipment. Cover is securely hinged 
and equipped with stop arm. List price is $99.50. 


Bankers Box Co., 720 South Dearborn St., Chicago. 
Liberty Record Storage Box. 

e@ Available in 23 standard stock sizes to fit most 
of the bank and commercial records. Made of 
corrugated fibre-board. One piece construction 
without any loose parts or assemblies ; the product 
is delivered flat. Easily set up when needed. 
Dust-proof, damp-proof, spill-proof. 

Patented closing device which features a ten- 
sion button and a cord which loops through an 
eyelet in the cover. This closure has been em- 
ployed on Liberty boxes for almost thirty years. 
Lettersize box in carton lots of 6 lists at $1.40 per 
box. Other sizes are proportionately priced. 


Brown-Morse, Muskegon, Mich. 
Model 5412. 


4-drawer letter size file; dimensions outside, 
Sy,” high, 1514” wide, 28” deep. Made of furni- 
ture steel, spot welded; triple reinforced sides; 
olive green, grained walnut, mahogany finish. 
Cross rails securely anchored by angles of heavy 
bar steel. All corners acetylene welded and fin- 
ished smooth. Flush bottom will not scratch 
floors; one-piece drawer front, no sharp corners. 
One-piece drawer body with full channel forma- 
tion at top for strength and rigidity. 

Side acting and positive follower block. Auto- 
matic self-finding guide rod. Drawers open and 
close easily on progressive extension slides with 
eight heavy duty roller bearings and two floating 
rollers. Solid cast hardware. Inserts can be in- 
— in the field, as can the optional automatic 
ocks. 

Also have available 5-, 3-, and 2-drawer size 
cabinets embodying features mentioned. 


Cardinal Sales, Inc., 5631 West Madison St., 
Chicago. 
Various Models. 


e Filing cabinets come in a 2-drawer desk height, 
both letter and legal size (3014”) ; 3-drawer coun- 
ter height, in letter and legal size (42” high) ; 5- 
drawer, letter and legal size (60° high). Other 
models are standard height in both letter and 
legal sizes. Also 8-drawer 5”x3” card files, 8- 
drawer 6” x 4” card files, 8-drawer check size and 
combination card and letter files are available. 


Cole Steel Equipment Co., Inc., 285 Madison Ave., 
New York. 

No. 1002—Two Drawer, Desk High "Air-Flo" 

Steel File. 

@ 3014” high, 1434” wide, 265%” deep. Heavy 

gauge, cold rolled furniture steel; green, Cole 

grey or walnut grained finish. 
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Specially hardened steel precision bearings 
throughout; each drawer equipped with a fool. 
proof catch; new, improved, cradle type, bal}. 
bearing suspension slide; automatic lock control. 
ling both drawers optional. 

The improved, cradle type, ball-bearing suspen. 
sion slides provide smooth, silent drawer opera- 
tion, eliminate all friction and give the drawers 
that extra strength and rigidity. The new cradle 
type suspension, which is actually a suspension 
within a suspension, coupled with the extra re 
inforcements and hardened steel precision bear. 
ings to assure permanent performance and useful 
service. 

List price $45. 


Columbia Steel Equipment Co., Lincoln-Liberty 
Bidg., Philadelphia 7. 
Combination Models—"A" and "B" Grades. 


e In addition to letter and legal size filing cabi. 
nets, this company is currently making sixteen 
different drawer inserts to serve a variety of 
filing purposes. These units are available in letter 
and legal size, and in various card sizes of 
drawers for these units. 

Come with or without automatic lock, and in 
green, mahogany, or walnut finish. Standard 
height, counter height, and desk height units can 
be fitted out in the various combinations. 


Corry-Jamestown Mfg. Co., Corry, Pa. 

Steel Age Tabulating File Model 187. 

@ Overali dimensions: 191” wide, 523%” high, 
281,” deep; positive bottom channel compressor; 
ball-bearing extension suspension. Concealed 
horizontal shelf construction. Four vertical re 
inforcements. Trays are portable; easy access 
to trays that cannot be accidentally removed. 
Bottoms have full depth slot to facilitate removal 
of cards. High sides of trays afford full protee- 
tion to cards, and permit stacking trays. Op 
tional file locks that can be easily installed in the 
field. White finish hardware. Capacity of file, 
78,000 cards. All vital parts welded; made of 
furniture steel with baked on enamel finish. 


Also have available the regular line of letter 
and legal size file units, and other types. 


General Fireproofing Co., Youngstown 1, Ohio. 
Model 5505 L Super Filer. 


Letter size; case outside height 57”, width 15, 
Septh 28”. Finishes available are grey, green, 
mahogany, and walnut. Other colors and special 
finishes supplied to order. — 

Swing-Front mechanism permits each drawer 
to be filled to its full depth of 265%”. Angle 
spread allowed by this mechanism makes folders 
readily accessible. Has welded framing, rigid 
cross-bracing and progressive ball-bearing drawer 
suspensions. Compression of filed material ap- 
plied by means of throwback plate attached to 
Swing-Front. Has adjustable metal file separ- 
ators, buttonless safety latch, triple security lock, 
easy drawer removal, rigid construction. 

Other available models are 5202L (2-drawer, 
height 305%”), 5303L (3-drawer, _ height 
41 13/16”), and 5404L (4-drawer, height 525%’). 
In width, units are made in Oversize (21.1%6") 


(Turn to page 72) 
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AT EVERY 


DESK IN THE OFFICE 


THE 


SHEAFFER'S 


SAFEGUARD 


RESERVOIR DESK SET 


Sheaffer Sofeguard with 
replaceable, semi-flex- 
ible 14-K Point. Gold 
filed plate on base. 


Sheaffer Safeguard with 
replaceable rigid 14-K 
Point. Gold filled 
plate on base. 


Fineline Sofeguord with 
replaceable Stainless 
Steel Point, tridium- 
tipped. Stainless steel 
plate on base. 


Fineline Safeguard with 
replaceable 14-K, lridium- 
tipped Point. Stainless 
steel plate on base. 


SAFEGUARD FEATURES Everyone in the office, from the mailboy to the presi- 
Practically Unspillable dent, will welcome the advantages of the Sheaffer's 
Pen Writes Pages Before Re-dipping Safeguard Reservoir Desk Set. More important, every- 
Is Necessary one in the office will do better desk work with this 
Personal Point Selection on All Models superior Safeguard on hand. Its point, through a 
Capacity for Full 2-oz. Bottle unique principle of capillary action, is always moist 
of Skrip and primed for smooth writing action. An exclusive 
interior design reduces costly fluid evaporation to an 
; absolute minimum. And even when tipped or com- 
pletely overturned, fluid is unlikely to spill out of its 
W. A. SHEAFFER PEN CO. attractive, durable base. What other desk set gives- 
FORT MADISON, IOWA you all these time-saving, efficiency building advan- 
Gentlemen: tages? Sheaffer's invites you to try the Safeguard on 
|would like to take advantage of your demonstration : F 
offer. | understand that a Safeguard will be supplied demonstration for a 30-day trial period. All you need 
ne without obligation, on demonstration for a 30-day do is mail the coupon in the lower left hand corner of 
Nal period. the page. Do it today. 
NAME 
COMPANY 


. SHEAFFER'S 


W. A. SHEAFFER PEN CO. 
FORT MADISON, IOWA 
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FOR 
LITTLE 
GIRLS 


CARBON PAPER 


that’s why good typists 
choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented "Carbon Gripper" ao 
in every box of Codo Super-Treated,  S 
Super Kote and Keen Rite. = 


Code mrs. corr 


529 South Franklin St.,_ hye 
_ Chicago 
Factory: Corenpelic, Pa. 
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Filing Cabinets 


(From page 70d) 

width), cap-size (1814”), letter or ledger gi, 
(15”) and bill size (13 1/16”). Special drawe, 
may be had to accommodate cards and forms ¢ 
other sizes. 


The Globe-Wernicke Co., Norwood 12, Cincinnai, 

Ohio. 

4-Drawer GlobeArt File. 
e@ Model 7314 letter size: 5334.” high, 147%” wide 
and 2714” deep. Model 7342 legal size: 53% 
high, 17%” wide, and 2714” deep. Heavy gaup 
sheet steel for cabinet and. drawers; satin finish, 
non-corroding aluminum hardware; heavy gaug: 
cadmium-plated steel for ball- bearing extension 
slides. Green or seal grey finish; the latter har. 
monizes with all office furnishing, is neutral ip 
tone, yet because of a special formula, is durabk 
and has rich luster. These finishes are made ¢ 
successive coats of baked-on enamel and a find 
coat of extremely hard mar-proof lacquer. \\ 
service, inside or out, is unprotected. 

Entire outer case is one piece of sheet sted 
in wrap-around construction which eliminate 
seams, improves appearance, and greatly strength 
ens the cabinet. Frame has spreaders at the 
front, interlocked into vertical channels and re 
inforced with angle brackets which are weldel i 
to both spreader and channel. These, together 
with wide supports, give utmost rigidity and pr 
vent any tendency to warp or sway, regardle: 
of the load in the drawers. All joints are ele 
trically welded. All corners are rounded anf @ 
smoothed; no rough edges. 

Base is inverted-pan construction which pref °% 
vents collection of moisture; also prevents scratch 
ing the floor where the cabinet rests, permits file 
to be moved easily. Ball-bearing progressiveex{ p 
tension slides are designed for free-coasting ac 
tion and travel in a sturdy housing. Runner, 
electrically welded to sides of drawers, ride be 
tween the extra wide tread roller bearings 0 
slide. Construction enables the drawers to slide | 
closed and remain shut by means of gravity ani 
in response to slightest push. 

Construction of cabinet permits replacing any 
drawer with two insert drawers of suitable siz 
for filing cards. Additional channels and th] aq 
drawers for this purpose can be installed in th} , 
user’s office. Tri-Guard and Twin-Guard rods} 1 
an exclusive feature, permits formation of a \- d 
pocket which facilitates filing and finding. No 
special folders or folder attachments are require] 
with these features. 

Also have models 7321 and 7322 (2-drawer le} 1 
ter and legal sizes), and 7551 and 7552 (5-drawer 
letter and legal sizes). 


Guide System & Supply Co., 335 Canol St., New 
York. N 
Transfiles Model T 40, the "Regular." 
@ Steel reinforced corrugated board file; letter 
size. Inside drawer dimensions 1014” high, 12 
wide, 24” deep. 2-way interlock permits battem 
stacking. Easily assembled. Recommended for if 
active files. Come in 12 record sizes. List pram 


$2.85. In carton lots, $2.75 each (6 to the carton 
(Turn to page 74) 
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Now! They’re Back! 
Globe-Wernicke’s Famous 


SECTIONAL 
BOOKCASES 


For Homes, and Business 
or Professional Offices 


@ Whether your library is numbered in dozens 
or thousands, Globe-Wernicke Sectional Book- 
cases are always just right! Each unit is com- 
plete; you simply add more sections as your 
library grows. 

And they are handsome pieces of 
furniture that you’ll be proud to own. 


Rich wood—quartered oak, genuine 
or imitation walnut or mahogany—expertly dried 


cone 


and seasoned, worked by skilled cabinetmakers 


: ef Only Globe-Wernicke 
”~ bookcases - tite enti Simple, ome me Sectional Bookcases 
designs harmonize with period or modern furni- ea Offer All These 
ture. The sectional feature permits rearrange- 2:7 Advantages: 


@ Top quality materials and work- 
manship assured by more than half 
a century of leadership in this line. 


@ G/W developed Equalizer provides easy, silent oper- 
ation of space-thrifty doors. 


@ Special construction gives maximum protection 
against dust and moisture. 


@ Standardized design means that units can always be 
matched—pertoctiy. 


Le * Filing Equipment & guia 


: . 
SECTIONAL BOOKCASES Stationers’ Supplies 
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ment of units whenever desired. See them now 
at your Globe-Wernicke dealer— 
or write The Globe-Wernicke Co., 
Norwood, Cincinnati 12, Ohio. 
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Filing Cabinets 
(From page 72) 


Model S 40, the “Leader.” 

Letter size; same dimensions as T-40. a 
steel front. Steel reinforced. When stacked ; 
batteries will not buckle, sway, or sag. Recop. 
_ mended for semi-active filing. Come in 13 rego; 
| sizes from legal size (15” width) down to 3°x; 
| ecards, 2 rows to a drawer. Where applicable, ; 
partition divides the drawer for the double ro 
List price, $3.85; in carton lots, $3.75 each (64) 
the carton). 


Metal Office Furniture Co., Grand Rapids 2, 

Model 1805. 

e@ 4-drawer letter file; outside depth 28 9/1 

height 5234”, width 14%”. Metallic grey finis) 

also green, mahogany, and walnut. Built wit 

_a rigid skeleton framework, angles and channes 
spot welded. Horizontal cross-braces at each cor. 

ner. No weave or sway. 

_ Drawers run noiselessly on progressive susper. 
sions, cradle type; free-floating steel balls, n0 
rollers, carry the suspensions. Double runnex 
give twice the ease of action. Balls touch on} 

one side of each runner. Drawers are equipp 

with compressors which operate with finger ti 
control. Files are furnished with or with 
locks. 

The edges of the filing cabinet base are rounded. 
and the corners are welded and ground smooth. 
Files can be pushed across a floor without ma: 
| ring or scratching it. 

Files also available in 2-, 3-, and 5-drawe 
models, and in legal size (same dimensions excepi}. 
3” wider). 


Rockwell-Barnes Co., 35 East Wacker Dr., Chicago, 
Rock-a-File Model 9124. 


@ 4-compartment, lettersize; height 621”, widt 
28”, depth 1214”, depth open 1814”. Standard fir} Can 


| 0 ¢ 17 _ishes are satin grey or green; other finishes ar conte 
_ walnut and mahogany (slight extra charge fj... 
DEGREES these). All models available with locks. Nf \*#hi 


heavy pushing or pulling necessary because 0! , 
controlled shifting center of gravity. Unique sus} ;*P* 
pension system causes two-thirds of each com 


aS | partment to remain within the cabinet framework > y 
— | when opened; opened compartments project onl 
= 614”. Up to 40 percent saving in space, manu] )"** 
: itcom 
ce Te he Re acme | facturer claims. ual h 
AORN SRaEREA Rock-a-Files also come in 2- and 3-drawer| "“ 
eters 
| NAB I 


| models, and in legal size. 
eR 
| Western Manufacturing Co., Aurora, Ill. 
| 2100 Line Portable Secretarial. 
| @ 3014” desk high, 25” deep, letter and leg 
| widths. Furniture steel, acetylene welded ani 
| spot welded throughout. Olive green, pearl grey. 
. - fae walnut, and mahogany, all baked enamel finishes 
 D DL _ Reinforced uprights, cross bar tying upright 
"i aa for rigid construction; 2” ball-bearing rubbe 
emi eel Noa mia le) iam iaiee:iehamee tired swivel casters; 22-gauge steel case, 20-gault 
tae ’ 3 mm steel top; draw pull on lift lid top. Non-suspensi0 
ie J-S.STAEOTLER, II ay drawer operation; drawer operates on four rol: 
53-33 Weare stacene i | ers; easily portable because of the four 2 ball 
NEW YORK.N.Y. | _ bearing casters. Lock on file drawer option 
| (Turn to page 78) 
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Eastman Kodak Company 


i announces 


Reproduces beautifully . . . 
uniform, easy to handle 


Here it is . . . the new Kodagraph 
: - . h e Contact Paper . . . the big new plus in 
Nish hotocopying (reproducing office papers 
s pactocopying (rep g paps, 
It with in Pp otoco pyi Ag "es charts, drawings by contact photography). 
Lanne): Kodak-made, it reproduces beautifully—deep 
ch cor. black on brilliant white. It’s easy to handle — 


oda ra h has wide latitude in exposure, development. 
+" On highest quality 


ls, no} paper base, it lies ;) 


‘unners flat . . . takes rough 
h only 


age, is long-lasting. 
in| Contact Paper ae 


ger ti) 


uniform—same 


vithou! exposure, same 
development, from 
yunded. package to package. ow 
smooth 
at. mar- 
drawer 
; excepif. 
hicage, 
, width ‘ Look into Kodagraph Paper now 
ard fr] Can be used with your present ... descriptive booklet FREE 
hes arf contact photocopying equipment 
rge for To get the plus benefits Kodagraph Paper offers . . . to get 
3. Ni Nothing new to buy ... to learn... to something you can put into the hands of your photocopying 
ause oi bring the big new plus of Kodagraph unit for efficient follow-through—write for our free booklet, 
que su: Paper—rich contrast, wide latitude, “The Big New Plus.” 


ch com: fatness, long life, unsurpassed uniformity Eastman Kodak Company 


mework| 7° Your photocopying. Kodagraph Industrial Photographic Division 
ect onlt Contact Paper can be used in your iene a? 
manv- present ee equipment. SENSHIOFE S, WS. ¥. 
, Itcomes in sheets and rolls, two 
drawer weights, in every standard size. FREE — Kodagraph booklet 
jJuat nail Coupon 
Peer eninananenemaney 
1 Eastman Kodak Company 
nd lega! Industrial Photographic Division 
led and | Rochester 4, N. Y. 
irl grey. | Please send me a free copy of “The Big New Plus”— 
finishes. | the booklet that tells the story of Kodagraph Contact 
upright: Paper in photocopying. 
ber 
ae I Name 
20-galle: | ‘ please print) 
spensio 
a f Department 
2" bal: | 
option? Company 
; ’ Street 
"7 re 72 
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KIL-KLATTER absorbs shock 
... Makes fast typists faster 


KIL-KLATTER reduces noise 
... Increases office efficiency 


Kil-Klatter enables everyone in the office to finish 
more work with less wear on the nerves. Dent- 
proof top, skidproof bottom. Fits all typewriters 
and many other office machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Illinois 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


~KLL:KIATTER 


. THE SCIENTIFIC TYPEWRITER PAD 


| 
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Stop Fires 

The National Board of Fire Underwriters has py. 
lished a 16 page booklet, Stop Fire—Save Jobs, which ; 
designed to help management and labor cooperate in a soypj 
program of fire prevention. The booklet points out that lx 
year fires destroyed more than a quarter of a billion dg. 
lars worth of factories, plants, and stores, killing hundreg 
of workers. Industrial fires also cause losses in unemply. 
ment, lost production, and business failures two or thre 
times greater than the dollar property loss. 

The new booklet tells how to detect and remove hazap 
that are common to most industries. It also gives the bagi 
elements of fire protection, and discusses sprinkler gy. 
tems, fire extinguishers, automatic alarms, fire doors, ex; 
Grills, and other safeguards. Copies are available from th 
Board at 85 John St., New York. 


On Advanced Accounting 

The 4th edition of Roy B. Kester’s “Advanced Ae. 
counting” is available from the Ronald Press Co., 15 Easy 
26th St., New York. The new book brings the work up 
date by including the significant changes and development 
of the past decade in the accounting field which have con. 
plicated and intensified accounting problems. 


New Office Guide 

The Secretary’s Guide, by Rena L. Morris, is a pra. 
tical, thoughtfully composed handbook for the working sec- 
retary. Wire-ring bound, and tab-indexed for ready ref- 
erence, it is highly likely that this booklet, by reason of 
its styling as well as its content, will be a valuable tool for 
the office secretary and stenographer. It’s printed on smooth 
card stock and should take rough usage. 

Besides furnishing guidance on abbreviation, capitaliza- 
tion, and rules of grammar, the book gives the correct uses 
of comma, semicolon, dash, hyphen, underlining, apostrophe, 
asterisk, quotation marks, parentheses, and end punctuation. 

Proper treatment of numbers information on_ telegram 
writing, rules governing the business letter in its various 
forms, proper salutations, postal information, and word prob- 
lems round out this guide. 

Published by Whittlesey House, McGraw-Hill Book Co, 
Inc., New York, the Secretary’s Guide lists at $1.50. 


N.O.M.A. Committee on Collective Bargaining 
Convinced of the importance of work in the field of 
collective bargaining, the National Office Management As- 
sociation has again set up a National Committee on Collect- 
ive Bargaining, it has been announced by O. J. McMunn, 
Duquesne Light Co., national president of the association. 
The chairman of the committee is Harry L. Wylie, mar- 
agement consultant, of Chicago. Other members are A. W. 
Moise, Ralston Purina Co., St. Louis; L. C. Lovejoy, Crucible 
Steel Co., New York; and C. V. McBroom, Meredith Pub- 
lishing Co., Des Moines. Three of the four men are experts 
consulted in opinion pools by Columbia University’s Bur- 
eau of Applied Social Research. 

The committee will carry on NOMA’s studies in the field 
of collective bargaining for white collar workers. The Asso- 
ciation has already published several papers on the sub- 
ject, among which are “The Office Union” by Lewis Mer- 
rill and “Group Bargaining Activities Among White Collar 
Workers,” by O. R. Wessels. 

Annual Yearbooks Mailed 

The Association recently announced through its secre- 
tary, W. H. Evans, at 2118 Lincoln-Liberty Building, Phile 
delphia, that its annual yearbooks have been mailed to 
members. 

Of interest to the general public is the Proceedings, oné 
of the two books sent to all members. The Proceedings car- 

*ries a full transcript of all the talks presented at the As 
sociation’s 1947 Conference, recently concluded in Cincin- 
nati. It is available to non-members at $5 a copy. 
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BECAUSE it is a natural lubricant, graphite 


ciation. S$ ; : . 
. ET stubbornly resists reduction to particles of extreme 
"AW fineness. We knew we could make basically better drawing 


rucible leads if only we could invent a mill for grinding 
n Pub- graphite far finer than it had ever been ground before. | 
ac. HERE’S OUR MIRACLE MILL, an exclusive patented 10 

Eagle process that utilizes the entirely new principle of making ¢ EACH 
ne field graphite grind itself down to micronic size . . . 1/25,000th of an inch. | +++ less in i 
yo The particles average four times finer than in the graphite normally used. quantsties 
= AND HERE'S THE PENCIL with , 


Collar the superb new lead we hoped for .. . “il Ml 
so dense that it takes a needle point , - 
Il 


and holds it under pressure . . . draws long (SUPER BONDED) 


IM 

our lines of uniform width . . . and deposits an 
-Phila- opaque mark that reproduces perfectly. . 
iled to 

TRY TURQUOISE YOURSELF AND SEE! 
gs, one Just write us, naming this publication, 
gs car- your dealer and the grade you desire. DRAWING PENCILS AND LEADS 
“ rd We'll send you a free sample to test in EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N. Y. 
—— your own hand. You will be delighted! Eagle Pencil Company of Canada, Ltd., Toronto 

#Reg, U. S. Pat. Of, 
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Sturgis 
SMILE MASTER 
No. 624-FF 
$39.00 


Upholstered in 
Versilan 


ALL-DAY-LONG COMFORT 


Lk ee 


-.. AND ABOVE ALL 
- 
DOLLAR VALUE! 


e 


dS 


POSTURE 
CHA/IRS 


See Your Sturgis Dealer 


THE STURGIS POSTURE CHAIR CO. 


Sturgis, Michigan 
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Filing Cabinets 

(From page 74) 

($4.50 extra) ; rods for use with hanging folden 
($.65 per set additional). List prices, olive gree, 
or pearl grey, letter width, $42.50; legal width 


$46.50; walnut or mahogany grain finishes, lette 
width, $50.50; legal width, $54.50. 


2500 Line 2-Drawer Desk Companion File. 

3014” desk high, 25” deep, letter and leg,| 
widths. Materials and finishes same as for 210i 
Line Portable Secretarial. Reinforced uprights, 
22-gauge furniture steel case; positive cente 
locking follower block, diecast hardware; reip. 
forced drawer bodies. Front and rear cross brace; 
welded to the case and cabinet sides for added 
support and cabinet strength. Non-suspension 
drawer operation; drawers operate on four roll. 
ers, 2 on the back of the drawer and 2 in the cage 
at the opening. A non-suspension file to fill the 
needs where a suspension file is too costly for the 
purpose for which the file is to be used. 

List prices for Zone 1: Green and grey, let. 
ter width $31; legal width $35. Walnut and ma- 
hogany grained finishes, $39; legal width $43. 
Push bolt lock controlling both drawers, $6.50 
extra. Prices slightly higher in Southern and 
Western states. 


Yawman & Erbe, Rochester 3, N. Y. 
Empire Files. 
This is a complete line of counter height, 4 

rawer, 5-drawer, card record desk units, and op- 
tional inserts for every standard record size. 
Available in olive green, American walnut, red 
mahogany; also in neutra-tone grey with brushed 
chrome trim. Brush finished, swedged, solia 
bronze hardware. Full size handle; special lac- 
quer finish is applied over long oil, baked on, 
enamel under coat resulting in hard surface. 

Easy-to-operate latch mechanism automatically 
locks the drawer when closed; its point of contact 
is concealed eliminating the hazard of torn cloth- 
ing and scratched hands. Cradle type drawer sus- 


pension is progressive; equipped with 10 rollers, | 


6 ball bearings; easy to operate regardless of load. 
Construction eliminates side-sway. Drawer can- 
not jump from the suspension, yet is easily re- 
moved and reinserted. Neither the suspension 
nor any of its moving parts can fall out. Leather 
bumpers reduce noise to a minimum. 

The general locking device designed to operate 
in the side of the case, permitting the drawers to 


occupy the full case depth. The lock is positive, | 
_ locking all drawers. Controlled by Yale Paracent- 


ric key lock. Locked by turning the knob; key 
needed for unlocking only. These locks are avail- 
able for individual drawers. General and individ- 
ual locks can be master keyed. Completely spot 
welded; one piece drawer sides and bottom. 


To Hold Benefit 

The Filing Association of New York will hold a bridge 
party and benefit on Saturday afternoon, November 1st, in 
the Hotel Commodore, New York. Proceeds will go to the 
New York Infirmary for Women and Children. The admis- 
sion is $2.50. 
* At the October meeting of this association, George D. 
Emmons of the Filing Equipment Bureau spoke on the Rol- 
Dex system of filing. 
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Trained eyes and hands have an ally 
in the Dazor Floating Lamp, whether 
they’re teamed in the accounting de- 
partment, at a high-speed machine or 
across an executive desk. By floating 
the light to the best position for see- 
ing, the user completely controls in- 
tensity and position. And a finger-tip 
touch changes either, each time the 
job requirements change. 

If you are accustomed to stationary 
lighting,*or a lamp of restricted 
motion, the free movement of light 
in all planes will intrigue you. Dazor 
alone has the patented Floating Arm 
and its device for holding the re- 
flector firmly, without locking or 
manual tightening. 


But more important than the how 


SazoR FLOATING LAMp. 


FLUORESCENT 
November, 1947 


and 


is the why of Dazor illumination. 
Employees who enjoy this comfort- 
able, glareless lighting see fine de- 
tails more clearly on machining, 
assembly, inspection, drafting and 
other exacting operations. As errors 
and hazards decline, there is a rise 
in morale. Special skills come to the 
front and productivity shows a gain. 


Phone Your Dazor Distributor for 
typical applications by other users 
or an on-the-spot demonstration. 
For the name of this nearby lighting 
authority, if unknown to you, write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries to 
Amalgamated Electric Corporation 
Limited, Toronto 6, Ontario. 
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PRODUCTIVE 


Controlled 


BY EACH USER 
--- FOR EACH 


MOVES FREELY INTO ANY POSITION 
AND STAYS PUT — WITHOUT LOCKING 


r— CHOICE OF 4 BASES 


UNIVERSAL 


LIGHTING 


OCCASION 


yal 


BRACKET DESK 


PEDESTAL 
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A COMPLETE LINE 
IS AVAILABLE 


%& COLORED PENCILS 
* THICK LEAD 


* THIN LEAD CRAYON . 
AND INDELIBLE 


* COPYING AND 
MANY OTHER TYPES 


A request will 
bring your samples. 


NATIONAL PENCIL COMPANY 
220 FIFTH AVE. + NEW YORK N.Y 
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Overhead Must Fall! 


(From page 36) 
mail boxes, individual filing cabinets, duplicate 
telephones, too many private offices, and empha. 
sis on individual titles. The elimination of the 
signals will not save expenses in any major de. 
gree but their existence tends to show that more 
attention is being paid to the way things are be. 
ing done than to doing the essential things only in 
a most efficient manner. 

There are two particular office crimes, both 
mental but both costly. The first one is the result 
of the request “Make an extra copy for me”. It 


| costs from ten to fifteen dollars for every carbon 


copy unnecessarily made. 

Suppose the typist makes a mistake. It is one 
more sheet for erasure and correction. Then 
think of the mail pick up, the mail sorting, the 
mail delivery, reading by another secretary, read- 
ing by another executive, and then the copy goes 
back into the outgoing basket, back to the mail 
room, and back into the file room. 

Maybe it doesn’t cost fifteen dollars—maybe 
it’s twenty dollars! 

The second kind of major crime arises from 
the statement, “Nothing will be saved by cutting 
out that report since it only takes about an hour 
to prepare and no one will be released as a result 
of the decrease in work”. The amount of money 
that this kind of thing has cost companies in non- 
productive overhead is unknown, but it is a fact 
that this attitude toward the elimination of un- 
necessary work is one of the causes of high office 
costs. 

Expensive home office organizations are one of 
the luxuries which American business has been 
able to enjoy. It is a luxury which must be given 
up in favor of increased profit and in the belief 
that immediate profits will do more for progress 
than any adherence to wasteful office practices. 


Procedures and Methods 


(From page 46) 

of bookkeeping or tabulating machines alone but 
the mechanization of all operations through the 
use of devices for assisting manual operations, 
many of which have been developed during the 
war. 

Most important of all, however, is the conduct 
of research projects. With all the fine work done 
by such people as Barnes, Mogenson, the Gil 
breths, and others, we still do not have the engi- 
neering approach to the solution of many of our 
problems in the office. Systems have been de 
yeloped chiefly by accountants and office mal 
agers, and with all due credit to their efforts there 
still remains much that can be done to provide 
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IN PRODUCTION 


-DRAWER MODEL OF THE 


FAMOUS INVINCIBLE LINE 
OF METAL FILING EQUIPMENT 


The big 5-drawer brusher of the famous 
INVINCIBLE line of 2,3 and 4 drawer 
files is back in production — ready to fit 
in your office — to go to work for you! 


THE INSERT FILE 
iS BACK TOO! 
Now available for the famous 
INVINCIBLE 2, 3 and 4 drawer 
file units (cap or letter size) — in- 
serts for 3° x5 and 6’ x4’ cards, 
checks, boxes, double and triple 
documents. Regular files with insert 
drawers only—available in 2, 3 
and 4 drawer standard file heights. 
For complete details on INVINCIBLE files . . . 


see your nearest INVINCIBLE Dealer or 
write File Headquarters 


INVINCIBLE METAL FURNITURE CO, 
MANITOWOC, WISCONSIN 


ee 


Ds > 


ae. oe _ 


AE 5 
i 


he —— ee oe ll. es) oe Se ne ie. se: 
ate a i — 
che 7 : ‘a 
de- ; 
ore Pt 
be. ‘ 
in . . 
: BE Pah HS" il . ; 
oP tees bn <— 

Ty as = . Fac 2 a [2 : giccee 
oth & ee) eee a a 
ult et i. 
on el ee 

ae ; , BS oe, is “ : 

“ ae ; | ! | 
one ee ad. . 
ae ; é : yas ees < le ; 

: pene oe | . 
ad- ‘ oF crm — Pa i‘ a ‘ 
us Sees ll 

oi ie ee ie 

ns ib. g 
ybe PAR ior caaeaeee Te 

ie ee | ie : 
rom pee ee ek | 5 
‘ing de aE | ‘ 
our a ae 
sult * = | | oe 
ney en a lle Se | 
10N- en aes 4 “4 
fae —— —T | 
iven — | - ae ae ae | 

° = ao (i ecg a | 
| Y ye Ly c oe : . ae, a ‘ 
Tess ot | ees oe. | Be | 
ices. ef et wee eae) oe 
—- | oe Soe 
ee ae | 

- but : 
| 
ions, 
> the ; 
duct 

done 

Gil- . 
engi- | 
F our 
1 de- 
man- ; ‘ 
there 
ovide 

- 

17 November, 1947 OFFICE MANAGEMENT AND EQUIPMENT 81 i 
‘ 
5 ae [a ae. ee ee US ae i ae ee a ; 


sia 


ANI 


gM EA 


ey" 


NOW MORE THAN EVER 
QUALITY-MINDED BUYERS 
LOOK FOR OFFICE CHAIRS 


i. IMPORTANT 
With these 4 COMFORT FEATURES 


@ BALANCED TILTING—designed with a low ful- 
crum to prevent the danger of upsetting . . . 


@ INSTANT RESPONSE—+o all movements of the 
body... 


@ FATIGUE-FREE ACTION — assured by scientific 
SENG design... 


@ NO SQUEAKING—silent, smooth operation . . . 
The SENG Style V 


Chair Action Controt => Ne . 


—offers each of these vital perform- 
ance features that provide increased 
working efficiency, plus the quality of 
craftsmanship and materials that add 
up to lasting service and customer 
satisfaction. 


OFFICE MANAGEMENT AND EQUIPMENT 


more mechanical handling of office operations, 
Equipment manufacturers have contributed a 
great deal in this respect but their viewpoint is 


_ not the same as that of the man who must be re. 
_ sponsible for office operations and if we are to 


have streamlined handling of office routines, we 
in the field of office management must contribute 
much more than we have in the past toward the 
development of new devices and equipment. 
Now, if we are going to carry on work simpli- 
fication, mechanization, and research, we imme- 
diately face the question of who is to do it.. Too 
often in the past, we have depended upon super- 
visors in the line organization to work out their 
own methods. Within the last few years, how- 
ever, it has become evident that if line super. 
visors deal adequately with the problems arising 
from changes in personnel policy, government 
regulations, and shortages of material and labor, 
they will have no time left for workng out prob- 
lems of procedures. This has been realized in 


_ many organizations by the establishment of a 


staff group which is entirely responsible for the 
refinement of procedures and methods. The per- 
sonnel on such a staff is usually composed of men 
who have experience, training, or aptitudes for 
this kind of work and if such a staff has enough 
independence of action, it is my opinion that this 
is the best way for carrying out the responsibility 
for procedures and method improvement. 

The need for improvement is immediate. We 
cannot set an objective for improvement in the 
next five years or by the end of 1947. We must 
take the necessary action now. The action to be 
taken is pretty clear cut; we are going to be forced 
to simplify, mechanize, and develop new ideas in 
spite of all the obstacles such as the shortage in 
labor and material with which we are confronted. 
The responsibility rests squarely upon the shoul- 
ders of those who are directly or indirectly con- 
cerned with office operatic.is. How management 
will be enabled to meet its problems will depend 
in no small degree upon the spirit with which we 
accept our share of responsibility. 


Time and Motion Clinic 
The Industrial Management Society will hold the 11th 
National Time and Motion Study Clinic from November ith 
through 7th, at the Sheraton Hotel, Chicago. 
Ralph Landes is clinic chairman. Inquiries may be ad- 
dressed to the executive offices of the Society at 176 West 
Adams St., Chicago 3. 


How Supervisors Get Results 

John J. McCarthy, executive in charge of the man- 
agement development program for Gimbel’s and Saks de- 
partment stores in New York, was guest speaker at the Oc- 
tober 13th meeting of the Transcription Supervisors’ Ass0- 
ciation of N. Y. 

He spoke on how the supervisor gets results through peo- 
ple. He described to the members present how they could 
apply the principles and practices of job relations to the 
field of personnel. 
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Ons, 
la You get SHARPER HALF-TONES 
t i ° + 
: a with the Remington Rand 
> to | 
we 
ute | 
the 
ipli- | 
me- | 
Too 
per- | 
heir 
\Ow- 
per- 
sing 
lent 
bor, 
rob- 
1 in 
f a 
the 
per- Now you can obtain life-like half-tones with a sharpness and 
men tone graduation amazing for photographic offset duplication. 
for These sharp half-tones are made by Plastiplate*—a plastic 
plate newly-developed by Remington Rand. 
ugh Plastiplate’s smooth, “‘no-grain”’ surface closely resembles 
this lithographic stone, and this enables you to duplicate all the 
ility dots in a half-tone. None of the half-tone dots are lost, as 
y ° happens in the “hills” and “‘valleys” of grained metal plates. 
W In business as in other affairs the trend is to- Plastiplate’s faithful copying of all the dots sets a new, 
e . . ies top-quality standard in offset duplication, gives sharper, more 
Gn ward simple, straightforward and time-tested life-like half-tones you'll show with pride. 
: methods. Cesco Visible Records meet the ac- 
nus . 
- counting needs of today and tomorrow for both Direct image Plastiplates, Too 
large and small businesses with these enduring The Plastiplate also improves direct image offset duplica- 
rced esas tion. You make “‘non-detectable” corrections easily be- 
° values: cause of the plastic surface, and it “dresses up” your 
sm copies to sparkle like fine photographic work. 
e in 1. SIMPLICITY—complete freedom from 
ited. — mechanisms and highly special sup- Plastiplate has other advantages, too. They include: 
oul- ° ; sesh et 1. No oxidation or gumming—there’s no need for washing. 
con- 2. SPEED—maximum visibility, legibility 2. Highly visible plate image assures proper development. 
and ease of posting. No “up-hill” nor back- : 
rent handed writing positions to slow up the 3. Quantity runs—at least as long as any other plate. 
end work. 4. Huge savings in plate storage and in expensive chemicals. 
1 we 3. SECURITY—a misplaced or lost record To prove Plastiplate’s manifest superiority, we will send 
. . ou 3 free Plastiplates so you can compare results. 
leaves a conspicuous in the sequence of 7 . 
P ap — Get your free Plastiplates today—either photographic or 
records. direct image. Simply phone your nearest Remington Rand 
kcal i office or fill in and send us the coupon. 
a in a cle a ee os oe pen 
presses if, when, and as needed to meet Cheaper than metal, more dependable than paper 
ad- changing conditions. ees ees oe BETTER thon BOTH! os eee ee be | 
West 
Whether you are launching a new business or y aad 
are stepping up the efficiency of a going con- 
= cern it will pay you to investigate Cesco Visible Duplicator Supplies Division, 2 Main $?., Bridgeport 1, Connecticut 
de- Record Equipment and Business Systems. Write C) Send mo without cherge 3 free phetmgraghie Mastipletes, 
ee ” CO Send me 3 free direct image Plastiplates | use a. 
Oc- for Catalog “G. j typewriter and a titibon of () cloth fabric [) carbon paper. | 
\sso- My offset machine is a Model No. 
Firm Name 
= | THE C. E. SHEPPARD CO. = | = j 
ould s ] - 
» the | City. State 
4409 Twenty-First St. Long Island City 1, N. Y. Signed by Ali 
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Government Purchasing 
(From page 50) 


First, then, in considering simplification of 
forms and procedures, we have to go right to the 
base of the question, the laws that create the pur. 
chasing agencies. 

After that, we must approach some of the spe. 
cific forms and procedures themselves. I believe 
that governmental buyers generally recognize the 
economy and advantages of simplification of 
forms, particularly such instruments as the “re. 
quest for bids”, or “invitation for bids”’. 

Let us consider a case history. On July 1, 1931, 
the Division of Purchase and Contract of the 
State of North Carolina adopted the same form of 
“request for bids’ used by the procurement divi- 
_ sion of the federal government. This same form, 
| except for one or two minor changes, has been 
' used continuously, with success. Since 1931, how- 
_ ever, the Congress has enacted many laws requir- 
_ ing the Bureau of Federal Supply to include in 
all of its purchase contracts many additional regu- 
lations and forms of: agreements. Likewise, some 


MAKE iT Fi RA! _ state and local governments have linked their 


sth local laws with the federal statutes. Thus we have 
wi 


a network of qualifying and amplifying regula- 
JAC-A-DESK 


tions adopted since 1931. What is the result? To- 


TRADE MARK _ day, the original “request for bids”, adopted by 
the new, improved, telescoping the State of North Carolina in 1931 would hardly 
typewriter desk leg be recognized by my good friend Clifton Mack 


_ and his associates of the Bureau of Federal Sup- 


e Steadies your desk, eliminating vibratior ply as their former standard. 

e Makes platform firm and solid _ Now, I do not mention this one situation for the 
e Stops typing on a springboard 75 purpose of proving that anyone is inconsistent, 
e Stops uneven-looking work each or that there is not room for improvement, al- 
e Improves typing efficiency ways, or for any other reason than to show you 


For top efficiency every typewriter must have a firm by means of a specific example how difficult our 
foundation. To be firm the typewriter desk platform problem is. The improvement will not come as 
must have a third point of suspension—Jac-a-Desk is | quickly as we wish, nor will it be as simple as we 
the third point—stopping vibration, improving touch ich ; 


and action, elminating skipping and piling up, and P 

stopping edt ining” y A al Sapeudiiee. Peguero, for governmettal buyers, I can say 
with all sincerity that all of us want to move 

Jac-a-Desk is the answer to a real need. It is instantly in the direction of simplification or, as I would 

adjusted to the desk, o rdesk leaf, and instantly re- prefer to put it, plain talk. Cooperation between 

moved, telescoped together and stored beside the industry and the National Institute of Govern- 


—_—— mental Purchasing is one of the means through 
Canadian Distributor: Underwood Limited which we shall get improvement. 
135 Victoria Street, Toronto, Canada Now, then, for another specific example in a 
IF YOUR LOCAL DEALER CANNOT SUPPLY YOU, different area: “aid 


ORDER DIRECT | 


GONCO MFG. CO. 
1259 South La Brea, Los Angeles 35, California | 
| 
I 
| 


During recent years, both governmental and in- plec 
dustrial buyers have come to realize the need Her 
for simplification of purchase order forms. There forn 
_has already been much progress and improve- 
ment. A few governmental agencies still insist 
upon covering purchase order forms with volumi- 


(C0 Please send me........ Jac-a-Desks @ $3.75 ea. the 
omy 

. spill 

ndéur fine print that nobody reads or can read. T 
pen 

pior 

inst 

Ne 


check enclosed (j bill us TF) COD 1 


EE eddies sanvan benaenie kt CID kn sccccinncciseecdecccscvces I 


Address ....... PLETE A RE LE ET RETIRE EN ' At this juncture, therefore, I have three recom- 
1 | mendations to make. They are intended to ap- 
proach these three problems in a definite con- 
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MODERN, STREAMLINED, DIFFERENT 


’ Graceful curves bring out the natural charm and 


attractiveness of the trim young modern using 
Circladesk. Convenient supply compartments give 
every secretary, typist, or receptionist new effi- 
ciency not possible with any other desk. Imagine 
a desk with room enough to store quantities of 
letterheads, billheads, all sizes of envelopes, 
labels, order forms, even phone books, and right 
at the finger tips. A desk that can be inventoried 
at a glance. Circladesk conserves energy, saves 
time, saves extra steps, keeps office girls fresh 
and lovely for activities after office hours. 


Circladesk is available with table tops finished 
in mahogany, maple and oak. Rounded sides are 
in a selection of natural wood, mahogany, maple, 
oak or in colors to harmonize with modern decora- 
tions. Sizes are similar to present standard office 
desks, but due to round design take up less floor 
space. 

Also available without typewriter well for executive and 
general office use. 


THE SECRETARIAL 


* Desk designed to encircle user 


* Compartments for every purpose 
* Drawers for personal effects 

* Costs no more than standard desks 
* Delivery early in 1948 


Dealers now being established! Send for details! veot.2C. G. MORGAN CO., 4616 N. Clark Street, Chicago 40, III. 


New Capillary-Aciion Handi-Pen Desk Sets 


by Sengbusch 


+». With new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 


This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
it any inverted bottle type unit. It has 
style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 


Those who have used the new Handi-: 


pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
lstantaneous writing with fresh ink— 
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and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk 
work—give your workers the writing 
satisfaction they have always wanted. 
Order now from your stationer. 
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os 


Sengbhusch Handi-pen desk sets are sup- 
plied in pleasing two-color combinations. 
Sets retail from $3.25 up. 


Sengbusch Self-Closing Inkstand Co. 
1117 Sengbusch Bldg. Milwaukee 3, Wisc. 
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1. Rulers 4. Slide Rules 7. Ellipses 
2. Protractors 5. French Curves 8. Spee-dotter 
3. Triangles 6. Adjustable T-Squares 9. Adjustable Triangle 


Send for your complete C-Thru Catalog 


PULERS - TRIANGLES + NAVIGATIONAL INSTRUMENTS + STENCILS + PROTRACTORS » OTHER DEVICES 


| fadlee Conga 


GAD. TF On G., cGonn. U. S.A 
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structive way. I propose that the Institute, dur- 
ing the coming year, plan three surveys of public 
purchasing agencies. 

The first of these would be a study of the laws 
of the states, municipalities, counties and other 
subdivisions of government that control public 
purchasing practice. From such a study, we can 
develop the best, or at least the most desirable 
features of law that affect purchasing activity. 
This information can then be made available to 
governmental officials so that statutes can be 
amended to simplify and clarify operations. 

Second, I propose a study of the forms used 
for “invitation for bids”, or “request for bids”. 
This would permit us to develop streamlined 
forms practicable for use throughout the coun- 
try. Such a study would demand the full coopera- 
tion of industry. 

And third, I believe that the Institute should 
launch a study of purchase order forms, with the 
same objective in mind. 

Those three items alone constitute a big job 
ahead. We must remember that we are pioneer- 
ing. The body of information available on these 
subjects is extremely limited. How little we really 
know about public purchasing practices and pro- 
cedures is certainly disclosed by the Institute sur- 
vey upon which David Joseph is reporting at this 
conference. His findings certainly prove the neces- 
sity for broader study in the areas I have indi- 
cated, if we are going to make any progress in 
the direction of simplification or standardization. 

In addition to all that, there are some things 
that we can do now.I shall cite two examples. 


There are a number of governmental jurisdic- 
tions that require by law, rule, or regulation that 
invoices be specially printed in prescribed form 
and supplied by the governmental agency to the 
vendor. In my opinion, this procedure is unneces- 
sary, uneconomical, and a nuisance to industry 
and government. This opinion is not intended as 
a criticism of a governmental buyer who is re- 
quired to comply with such a procedure by a law 
over which he has no control. On the other hand, 
the lawmakers should know that they are impos- 
ing a burden on their purchasing agent. 

Another illustration is the requirement of some 
governmental agencies that certain superfluous 
statements and certifications be typed on all in- 
voices. There are legal requirements in many 
communities that demand elaborate certifications 
of this character. In most cases, I think them 
entirely unnecessary. Wherever possible we 
should try to move in the direction of eliminating 
superfluous certifications which essentially are 
nothing but fine, theoretical distinctions that 
practically never prove of any consequence. 

No doubt other examples will occur to you. 

I want to emphasize my belief that there is 
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: A SELLOUT! 
lic ° 
ile 38,000 Sq. Ft. of Exhibit Space Completely Sold Out 
ty. 
7 The NINTH Annual 
Sd Office Management Association of Chicago 
a 
“ OFFICE EQUIPMENT DISPLAY 
" The Stevens Hotel . . . Exhibition Hall 
~~ i February 2, 3, 4, 1948 
held in conjunction with the 
job 
er- 
ly oe Association ANNUAL 
a Northwestern University SEMINAR 
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FAN TOMIORT: _ 


Get These Extra Comfort Aduautages the 
Next “Time You Buy Office Chairs 


BETTER POSTURE . . . EASIER! The gentle COMFRONT slope of the front 
rail coaxes the legs to take their correct natural position squarely on 
the floor. 
ELIMINATES RUBBING, SHARP EDGE! The COMFRONT contour-curve re- 
moves discomforting leg pressure and encourages full use of the back 
support. 


NO CREASES . . . NO SNAGS! The smooth COMFROQNT undercurve 
protects clothing and hosiery. 


SEND TODAY FOR COMPLETE ILLUSTRATIVE MATERIAL 


NEW INDIANA CHAIR COMPANY 


MANUFACTURERS O FICE 7 H lL CHA 
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CARBON PAPERS — 


and : 


TYPEWRITER RIBBONS 


£ 


The WRITE Way 
is the RIGHT Way 
to Office Efficiency 


WRITE products are time and money 
savers in any office . . . giving you more 
for every dollar spent, in longer wear, 
better looking work. WRITE Carbon 
Papers give you more copies, cleaner 
copies from every original. WRITE 
Typewriter Ribbons me pai a uni- 
formly clean, sharp and readable piece 
of work every time. 


Insist on WRITE products. They are 
guaranteed for quality, uniformity, 
long wear. 


Ask your dealer, or write us today for 
FREE samples and attractive prices. 


Immediate Deliveries! 


CTORY: & 
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_ J. R. Mulvey, Humble Oil & Refining Co., Hous- 


using it, because it doesn’t want to use it. 


plenty of room for improvement, but I have y 
illusions about how easy it is going to be 4 
achieve the results we wish. It is going to tak 
real team-work among public purchasing me 
and real support from industry. There is a wi 
to do it, though. That is a good start. Let 
always bear in mind, however, that public pu 
chasing demands certain safeguards in the inter. ¢ 
est of the taxpayer, and, indeed, in the best jp 
terests of industry itself. These safeguards mug fin 
protect the opportunity for competitive bidding 
under public scrutiny. If we bear in mind the 
sound, basic principles of proper public purchas 
ing practice and work together through the Insti 
tute, I believe we can make definite progress. 


Controllers Meet 


(From page 47) 
Tucker of New York was renamed secretary-con. 
troller and managing director of the Institute. 
In addition to being named vice-presidents, 
Messrs. Dyer, Pugsley, and Widmayer were als 
elected to the board of directors. The other new 
directors chosen are: Lisle W. Adkins, Crosley 
Division, Cincinnati, Ohio; Edwin E. Balling, Jr, 
Latchford-Marble Glass Co., Los Angeles, Cal. 
Jack L. Batchler, Kansas City Life Insurance Co, 
Kansas City, Mo.; Alden C. Brett, Hood Rubber 
Co., Watertown, Mass.; Herman W. Boozer, Geor. 
gia Power Co., Atlanta, Ga.; G. Stuart Bruder, 
Mengel Co., Louisville, Ky.; Thomas W. Bryant, 
Cuneo Press, Inc., Chicago; J. H. Clawson, Puget 
Sound Power & Light Co., Seattle, Wash.; 8. 
Chaplin Davis, Baltimore Salesbook Co., Balti- 
more, Md.; Walter B.'Gerould, A. G. Spaulding 
& Bros., Inc., Chicopee, Mass.; Harry C. Gretz, 
American Telephone & Telegraph Co., New York; 


m< 


ton, Tex.; Walter C. Otto, Clinton Co., Clinton, 
Iowa; Lawrence G. Regner, Briggs & Stratton 
Corp., Milwaukee, Wis.; Philip W. Scott, Bryant 
Heater Co., Cleveland, Ohio; and John A. Wil 
liams, Niagara Hudson Power Co., Syracuse, } 
a A 


o 
Office Forums 
(From page 42) 
Cutting Corners in Office Operations 
D. F. Copett, Wagner Baking Co. 

“.. Now some of you may immediately blame your 
office force for any inefficiency that may have crept into 
your office, but let me tell you at the outset that manage- 
ment must be capable before labor can be productive. 

“Our outstanding problem today is not just to provide 
more training and education for our office workers, or t 
supply improved machines or methods; our big problem 
today is to get from manpower the ability, which it already 
possesses, but does not use, because it doesn’t feel like 


“.. . We must above all learn to be more flexible in ouf 
actions and more pliable in our thoughts. The rapid change 
of today and the future cannot be met successfully by pee 
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finest checking and 
marking crayon made! 
wo a a 


MARG LUMBER 


MADE IN USA TAONAL 10.29 


8 
Y-COn- MADE IN USA. __STAON AL No. a] 
Ate. — — 


dents, wear 
r new a 


No.7 


. STAONAL 


rosley 
g, Jr, 
Cal.; 
e Co, 
ubber 


remwantnr 


Geor. 
ruder, =... wocmvse  STAONAL No3 
ryant, — 


Puget 

h.; 8. 

Balti- 

ilding 

Gretz, 

York; 

Hous- 

inton, SPECIAL CRAYONS FOR EVERY USE 

-attel AND EVERY KIND OF SURFACE ' 
ryant # There is a Staonal for marking Boxes, Crates, Bundle { 
— Wil Paper Parcels, Shipping Tags; for China, Glass, Cell 

acuse, lose, Plastics, Tin, Metal, Textiles, Leather, Wet a 


Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfac 


ft for use in Bowling Alleys. 


« 


| All are free from grit, waterproof and permanent, ond 
washable, as required. Made in a wide variety iM 
types, shapes and colors for every imaginable mark ; 
purpose. Packed one dozen sticks in a box, one e 

in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, ete 


Gold Medal Products 


BINNEY & SMITH CoO. 


41 East 42nd Street, New York 17, 


November, 1947 


Thisis What Every 


Speed Eraser 


Typist Needs 


The New Time-saving 


For the first time in typewriter history the typ- 
ist now has an efficient instrument for erasing 
purposes. The old-fashioned rubber erasers, 
no matter what the style, were cumbersome, 
awkward and messy. NOW comes the 
"SpeedEraser," a simple, practical instrument 
that fits sector like a pencil, and makes 
cleamsaiiisumesain a jiffy. Placed in the type 
Eetane Wibehine, a gentle pushing move- 
eit ther rubber head to cleanly and 
e errors. See your local sta- 
Sr'write for one at $6.95 and put it 


Priced at $6.95 


It will pay for itself in time and 


material saving in a week. 


THE 
BLUE ROBIN 
CORPORATION 


200 West 34th Street 
New York 1, New York 


cee a ae? eee ll i 
ve Ny | 
¥ | | , i 
a: ul <= = : 
| Sen Gee : a Ms 
et te ~~ a 
pur | e ol 4 
inte ) 7 ~~. Fh ; 
st in aieosame — — 7 ae. ; 8 
= ue X 2: 2 / 
| F ae 
a | : 
mareneneor Fe Po aa 
— — , : :, Be 
Ea? STAONALE — | 
dan 
ob. 3 
~ 
= 
eel 
— SS 
| a) oe ! 
> he 4 ‘ v 
re — ro 
e your . | 
ot into 00d ee | 
ve. mete} No nee se cat | 
provide is loqar aper to ° ed- of 
er Ry file “Spe | 
, or : esyt ee bons: ° tly 
yroblem ay se = | . sumicien 
slreaty | es 8, Teg Lead on my | Eraseh arbon im 
el Tike ee ae oe 
it rT. pression 5 you strike 
in ouf A new letter \ ; 
shanges , * a quite \egi> ie. 
ay peoe ae 
: MANAGEME : 
r, 1947 
Pe OFFICE MANAGEMENT AND EQUIPMENT 89 


Ct1-e 


° 


PRECISION 


OFFERS... 


wOISIoau4 


A complete systems form service for the organization 
of written records. Bonnar-Vawter precision-tailored 
forms are designed for systems using typewriter, tele- 
typewriter, bookkeeping, billing, tabulating machines. 

It's easy to REDUCE re-writing of records with 
Bonnar-Vawter precision-tailored multi-copy business 
forms. They save time and money. 


WRITE FOR FURTHER INFORMATION 


There is a Bonnar-Vawter systems analysis service 
for stationers and dealers at no cost, no obligation. 


WRITE TODAY. 


|  BONNAR-VAWTER 


INCORPORATED 
1717 East 30th Street Cleveland 14, Ohio 


Bonnar-Vawter Precision Products: Fanforms — Carbinfold — 
Tabulation—Teletype Continuous and/or cut single Snap-a- 
parts—Strip—Strip Interleave, and both Fanform and Strip 
Conversion products. 


constructive criticism, nor by people who persistently way 
to adhere to old customs, habits, traditions, and past 
perience.” 


Purchasing, Control, and Maintenance of Office 


ple who resist changes or new ideas, or people who rege 


Equipment 
Wa ttace D. BisH, Westinghouse Electric Corp. 
“|, These requests are analyzed to determine that 


equipment is essentially needed; when it is then decide 
as to the proper type of equipment that should be furnishe) 
pretty generally, and in a large majority of the cases, equip. 
ment is ordered or some substitute is furnished, for in 9 

representative [plant purchasing representative] we hav 
confidence in the fact that he has determined the need anj 
essentiality of the equipment before it is ordered from heai. 
quarters. Keep in mind that this representative’s functioy 
are the same in his local territory as functions for the over. 
all company. 

“|. Le me make clear that we have a man in each &. 
vision in each works who is responsible for the applicatin 
of the machine—not the selection of it; he only determing 
that an adding machine is needed, and that a machine 4 
or is not available within his own works; if not, he then x 
quests from us. 

ag It is our representative’s responsibility in each divi. 
sion to accumulate surplus and excess equipment, notify. 
ing headquarters of the availability of these items; he wil 
be informed as to what disposition will be made of it.” 


Pitney-Bowes Activities 

Pitney-Bowes, Inc., Stamford, Conn., manufacturer d 
postage meters and mailing machines, has purchased th 
Tickometer Co., of Cleveland, Ohio, maker of counting ani 


he Versatile REX-0-gxagh 


FLUID TYPE DUPLICATOR 


CAN PAY FOR ITSELF IN YOUR OFFICE, TOO 


orders — from the simplest 
one color copies to multi-color 
and multi-columned account- 
ing and systems forms and 
records. 


There ore many ways in which 
a REX-O-graph can speed up 
your office routine, save time, 
labor and money. It's the fast- 
est duplicator, the easiest to 
operate, ond the most accur- 
ate. Ready instantly to du- 
plicate letters, bulietins, an- 
nouncements, price lists, parts 
lists, instruction sheets, graphs, 
charts, Oa atliaal p ol, . 


“tute, REX-O-groph 
Model FM with 
**Quick-Change Moster 
Guide'’ designed for high speed 
production especially where many 
Masters are used. Other models 
available for handling sheets up to 
14° x 17°". Prices $82.00 to $625.00. 


REX-O- 9 Inc. 


3739 NORTH PALMER STREET © = MILWAUKEE 12, WISCONSIN 
“FLUID DUPLICATORS AND SUPPLIES GIVE SUPERIOR RESULTS 


our local ney 0 5 
iow you the 


OFFICE MANAGEMENS SAME P MENT 


imprinting machines for counting and imprinting tickets 
coupons, labels, and other business forms and paper. 
The machine is now made use of by telephone companies 
who use the machines for counting and dating toll slips 
and transportation and amusement enterprises who count 
tickets and transfers with the device. Pitney-Bowes plans 
to extend its use to all businesses having any kind of ticket 
or paper counting and imprinting to do. The present model 
counts anything from baseball tickets to paper money a 
speeds ranging from 40,000 to 60,000 per hour. 
Pitney-Bowes recently announced the appointment of a 
group of new managers for branch sales and service offices 
are Roger Sherman, the Seattle office, to suceed 1 W. 
er who becomes resident sales representative in San 
for the Los Angeles branch; E. Drackett McCurdy, 
ille, to succeed J. C. Cheney, who becomes manager 
of Milwaukee branch; Cyril S. Berger, Philadelphia, 
to ceed L. C. Pyle, who will manage the Washington, 
D. branch; Clarence F. Shaffer, Cleveland, to succeed 
Lawrence, who has resigned; and Arthur W. Shafer, 
be py kes-Barre office. 


Reiiicon Banker 

EF oseph M. Dodge was elected president of the Amer- 
'#@@m Bankers Association at its recent 73rd annual conven- 
@@eae Byans Woolen, Jr. was elected vice-president. Mr. 
Wedge’: also president of the Detroit Bank, Detroit, Mich, 
MeeStNOM Woolen is president of the Fletcher Trust Co, In 
Gigmepolis, Ind. 


Tmo a 

Guasiagham Heads Internal Auditors 

jaageemee Institute of Internal Auditors, Inc., elected Earle 
Sfeeemincham, general auditor of General Motors Corpe 
its president for the coming year, at the opening 
ssion of its conference at the Statler Hotel, De 

ber 13th-14th. 
Maningham, a charter member of the organization, 


as vice-president, director, chairman of the edv- 
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IN FINE LEATHER 


rdinal 
OFFICE FURNITURE 
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| “ACE BUILDS THE... 


iii al 


Ace has always built but one kind of stapling equipment . . 

the best. Users, the world over, are well aware of this fact. 

Every machine and every staple is produced with a degree ° 
of skill and watch-like precision unapproached in the 

stapling industry. This fine workmanship, plus the best 

materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 


f * ~6=—CA durable, long- 

wy life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


ACELINER One of ACE’S finest 
Most beautiful and effi- models, Light weight, 
cient stapler ever built. easy action. Precision 
It staples, pins, tacks a 

steel. 


and hand fastens, 


5631 West Madison Street 
@ CHICAGO 44, ILLINOIS 


ACE FASTENER CORPORATION « « CHICAGO 13 
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BEN in ath 
aS 


ANNOUNCING the Finest 


ARCO russer canps / 


Since Pearl Harbor 


More Stretch — Greater Toughness 


—Longer Life. Use them over and 
over again. All standard sizes — 
A Rubber Band for every appli- 
cation. Special types made to 
fit every need. Available in 
natural and other colors. 


Write for generous sam- 
ples and prices of our 
finest product in 
years, The New 
ARCO Station- 

ery Bands. 


oa 


Dept. OM, N. Union Av. 
mpegs. whee 


Bs A ae ae 


ee 
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3415 NORTH ASHLAND AVENUE 


BERNARD 


LOOSE 
LEAF 


Ticket Punch 
Users say— 


No. 2600—5” 


“Beautifully balanced” 
“Never tires the hand” 
“Cuts clean and neat” 
“So little effort required” 


And it’s BERNARD quality 
} through and through — the 
kind of dependable office tool that 
speeds work. 


For complete catalogue 
of BERNARD stationery tools address 


WM. SCHOLLHORN COMPANY 
3011 CHAPEL ST., NEW HAVEN 9, CONN. 
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CLAR-0-TYPE CONTAINS 
The Right Combination 


Clarotype is a combination of active ingredients 
that clean your typewriter type instantly, thor- 
oughly, economically. A 50¢ bottle lasts for 
months. No brushing — no spattering — noninflam- 
mable. Expert stenographers prefer Clarotype for 
clean, sharp, impressive looking correspondence. 
ORDER FROM YOUR STATIONER OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc., 261 “ Broadway, New York 7 


~ can typuomrgns ano orm ie 
N on oFFice pace 
| pares \ Oe ‘ 
SQ —_ || <a 


The Super-marker for 
Smooth Surfaces 


Si/aisde!l] 


CHINA MARKER 


No surface is too slick for 
Blaisdell CHINA MARKER. 
Preferred by china and glass 
outlets, druggists and grocers 
for plain, permanent marking 
on smooth surface products 
and containers. Specially 
designed...Paper encased by 
a special process to prevent 
oxidation of leads... More 
efficient...... Made in 13 
brilliant, permanent colors. 


‘YYats0e7 PENCIL COMPANY 
141 BERKLEY ST. « PHILADELPHIA 44, PA. 


cational committee, member of the research committee, anj 
president of the Detroit chapter. He is a graduate of Portlan 
University with the degrees of B. C. S. and M. C. S,, ay 
had several years of public accounting and university teach. 
ing and experience before joining General Motors Corpor. 
tion as a senior traveling auditor in 1926. He served sy. 
cessively as supervising auditor and assistant general audi, 
or before his appointment as general auditor of the corporg. 
tion in 1943. Mr. Cunningham is a Certified Public Accounp 


| ant of the States of Maine, Indiana and Ohio, a member g 


| the American Institute of Accountants, and of the America 


| Accounting Association, and author of several articles @ 


| internal auditing and staff training. 


| Others elected were: first vice-president, Arthur J, 


| Child, Canada Packers, Ltd., Toronto; second vice-president 
Gordon G. Crowder, Peabody Coal Co., Chicago; treasure, 
Charles S. Webster, National Biscuit Co., New York. 

Three year directors: Victor Z. Brink, West, Flint & Co, 
New York; Charles J. Ghesquiere, Detroit Edison Co.,, De 
troit; Charles J. Fue, Brooklyn Union Gas Co., New York 
Herbert Kimball, Lockheed Aircraft Corp., Los Angeles 
David B. Mathias, Bankers Trust Co., New York; J. Ernes 
Laurie, Prudential Insurance Co., New York; Joseph J 
Clair, Metropolitan Life Insurance Co., New York; LeRoy 
Haas, Chicago Title & Trust Co., Chicago. 


One year directors: J. K. Laurentz, Brooklyn Union Gas 
Co., New York; Harris R. Symes, Detroit Edison Co., Detroit; 
Frank M. Fisher, Lehigh Coal & Navigation Co., Philadel. 
phia; John B. Thurston, John B. Thurston & Co., New York: 
J. McCall Hughes, Mutual Life Insurance Co., New York 
| Herbert C. M. Cobb, Worthington Pump & Machinery Com, 
| New York; Robert B. Milne, Columbia Engineering Corp, 
| New York; Wilbert A. Walker, U. S. Steel Corp. of Dela 
ware, Pittsburgh; J. P. Long, Cleveland Cliffs Iron Cy, 
Cleveland; Arthur H. Kent, Standard Oil Co. of California 
San Francisco. 

Arthur E. Hald, Consolidated Edison Co., New York, a 
president of the Institute gave the welcome address at the 
first technical session. Arthur J. E. Child, Canada Packers, 
Ltd., Toronto, was chairman of the session, which dealt with 
recent developments in internal auditing. 

At the banquet that evening, Prentiss M. Brown, chairman 
of the board of Detroit Edison Co., former senator from 
| Michigan, and former administrator of OPA, was the prin- 
cipal speaker. His subject was “The Business Outlook.” 

The second technical session, under the chairmanship of 
Edward J. Barr, Barr & Hobart, Detroit, dealt with re-ap- 
praisal of the systems of internal control. The theme of the 
last session was management service. Gordon G. Crowder, 
Peabody Coal Co., Chicago, was president. 


Large AMA Personnel Conference 

More than 1,800 industrial relations executives at- 
tended the annual personnel conference of the American 
Management Association, held at the Hotel Pennsylvania, 
New York on October 2nd and 3rd. 

The conference, the association’s first to limit attendance 
to members only in view of overcrowded conditions at pre- 
vious meetings, sought to clarify events as they have evolved 
| subsequent to the enactment of the Taft Hartley law. A 
| large part of the meeting was given over to the discussion 
| of this new act, with these speakers: 

Dr. Leo Wolman, National Bureau of Economic Research, 
| Inc., New York; Paul M. Herzog, chairman, National Labor 
| Relations Board, Washington, D. C.; John L. McCaffrey, 
| president, International Harvester Co., Chicago; Lee Press- 
/ man, general counsel, CIO, Washington, D. C.; George B 
|, Christensen, Winston, Strawn, & Shaw, Chicago; M. S. Pit- 
| zele, labor editor, Business Week, and member of the New 
| York State Mediation Board. 
| Other speakers were John S. Bugas, vice-president and 
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ALL PURPOSE TIME CONTROL DEVICE 


Me WEN 


MULTIPLE USE 


TyYM-AN-DATER 


A JOB TIMER 


Labor starting and stopping 
time is accurately, legibly and 
unalterably recorded. 


A TIME STAMP 
In the hundreds of places 
where exact time of arrival, de- 
parture, etc., is a primary consideration, the Tym-an-Dater 
serves as an accurate time stamp. 


AN ATTENDANCE RECORDER 


Wherever there are too few employees to warrant a larger 
time recorder, where space is at a premium, or where more 
than one funtion of time recording is desired, the Tym-an 
Dater serves as an efficient attendance recorder. 


Write for Catalog OM 


THE CINCINNATI TIME RECORDER CO. 


1733 CENTRAL AVE. * £ CINCINNATI 14, O. | 
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DUPLISTICKERS 


SPEED UP 
OFFICE WORK {’5} 


an 


Office workers appreciate the con- 
venience of using Duplistickers for 
marking file folders, for addressing 
duplicate mailings, for addressing 
heavy duplicate record cards. Chief 
reason for their preference is that 
Duplistickers’ gummed, perforated 
letter-size sheets are so easy to fill 
in on the typewriter. Also, they 
speed duplicate mailings because all 
the addressing for two, three or 
four different mailings can be done 
in One operation. 


A REAL ECONOMY 


Duplistickers cost consid- 
erably less per thousand 
than other types of gummed 
labels... offer 32 times 
more stickers than roll 
labels. 


EUREKA SPECIALTY PRINTING CO. 
Stationery Div., Dept. OM 
SCRANTON, PA. 
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PROMPT SHIPMENT 


These are a few of the items in 


POST BINDERS 
PRONG BINDERS 


CLIPBOARDS 
ARCHBOARDS 


CORP. OUTFITS 
LEVER-ARCH FILE 


Endlock, toplock and slotlock styles. 
All popular grades and sizes. 


rr ewy and parallel prong styles. 
Meta! back, canvas and Black simul. 
leather. 


Aluminum and wood-fibre. 6" nickel- 
plated steel clip. All popular sizes. 


Wood-fibre. 
ism, "© <. 
compressor covers. 


Steel arch-file mechan- 
Also indexes and 


Minute Books, Stock and Transfer 
Ledgers and Stock Certificate Cov- 
ers. 


Complete filing system. Steel 
mechanism. A _ to index, Com- 
pressor, 23%4"" and 3'4" c. to c. 


Write for catalog of our complete line 


| >) ELBE FILE & BINDER CO. Inc. 


a 


“Ge. 


~ 1% Acre Site - 3 Acres of 


New York Office and Showroom—200 Fifth Ave. 
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oo LETTERS 
CIRCULARS 


The POSTAL SCALE 
your customers have been looking for . . . the. 
ACCURATE Model 101A, an all-metal scale. 
with patented cantilever spring action (no 
coils). Domestic postal rates in various classes 
up to 12 ounces. Table top (2)4" x 3”) de- 
pressed in center to accomodate mailing tubes. 
Three colors: office green, red and ivory. 


Pisa stile 


ACCURATE PARTS MFG. CO. 
12439 Euclid Avenue 
CLEVELAND 6, OHIO 


S$47-4A 
oa 
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THE 
NEW 


TRINER 


“AIR MAIL ACCURACY" 


SCALES 


OVER-UNDER 
WEIGHT 
INDICATOR 


Hair splitting 
accuracy {no 
springs). 


Gives you 
the correct 
postage. 


Stops 
postage 
waste! 


No. 85—Triner Airmail Accuracy 
Beam Scale, $ 60 


Capacity: 9 oz. x % oz. graduations 


Over 190,000 Triner Scales sold to the 
U. S. Post Office Dept. 


Allsteel Scale Co., Inc. 
25 West Broadway, N. Y. 7, N. Y. 
Dept. OM Barclay 7-8550 


For Every Modern Filing Need 


There’s a Cook Signal for everything to be remembered, 
graded or classified. A few uses for these signals are: keep- 
ing track of sales, credit, production, deliveries, debts, ship- 


ments, inactive customers, etc. 


Made of stainless steel and finished in fast, non-chipping 
enamels; choice of 12 brilliant colors. They grip firmly, add 


practically nothing to file bulk. Samples on request. 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 


Every Cook Product Unconditionally Guaranteed 


director of industrial relations, Ford Motor Co., Dearbon 
Mich.; C. F. Hawker, vice-president in charge of manufg 


| ture, Armstrong Cork Co., Lancaster, Pa.; Harry Long, play 
| superintendent, Minneapolis-Honeywell Regulator Co., Min. 


neapolis, Minn.; Dr. Joel Dean, professor of business eg. 


| nomics, Columbia University, New York; R. Conrad Coope, 


assistant vice-president, United States Steel Corp. of Delp. 
ware, Pittsburgh, Pa.; Joseph Sweeten, supervisor of indy. 
trial relations research, Socony-Vacuum Oil Co., Inc., Ney 
York; Clark King, vice-president, Allegheny Ludlum Stgj 
Corp., Pittsburgh, Pa.; James C. Worthy, personnel depart. 
ment, Sears, Roebuck & Co., Chicago; and Lawrence Rogin 
educational director, Textile Workers Union of Ameria 
New York. 

The various sessions were under the chairmanship of John 
A. Stevens, vice-president, United States Steel Corp. o 
Delaware, Pittsburgh, Pa., and vice-president in charge of 
the AMA personnel division; Alvin E. Dodd, president o 
AMA; H. B. Spencer, assistant director of industrial and 
public relations, United States Rubber Co., New York 
Frank D. Leamer, personnel director, Bell Telephone Lab- 
oratories, Inc., New York; and Ernest de la Ossa, personne 
director, National Broadcasting Co., New York. 


IBM Elects 
The board of directors of the International Busines 


Machines Corp., 590 Madison Ave., New York, have an- 
nounced several appointments. J. G. Phillips, vice-president 


John G. Phillips 


Thomas J. Watson, Jr. 


and treasurer was elected executive vice-president. Thomas 
J. Watson, Jr., vice-president and a director of the corpora- 
tion was elected to the executive and finance committee. 
A. L. Williams, controller, was elected treasurer. Herbert 
T. Hansford, assistant controller, succeeds to the post of 
controller. Bernard Wiegard, general auditor, is now assist- 
ant controller. 

The company also recently announced the promotion of 
George H. Simpson to the position of office manager for 
world headquarters in New York, and the appointment of 
Gordon A. Roberts as manager of the Future demands de- 
partments, also in New York. 


Resigns from CC 

H. R. Russell vice-president and general sales man- 
ager, for the Commercial Controls Corp., Rochester 2, New 
York, has resigned from the company to become general 
sales manager of the Tinnerman Products, Inc., Cleveland, 
Ohio. 

Mr. Russell was associated with Commercial Controls 
and its predecessor firm for seven years. He has been i 
the office equipment field fur over 35 years. He has also 
been prominent in office equipment association activities, 
having successively held tne offices of secretary, vice-presi- 
dent, director, and president of the Office Equipment Man- 


*ufacturers Institute. He has also been active in national and 
| local units of the National Office Managers Association. He 
| is a past president of the Rochester Sales Executives Club. 
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Sn SIncomp ihe Combat 
ARTGUM ®4no erasers & CLEANERS 


eo ann RUBBER ERASERS 
Goodyear BEAM? soap ERASERS 


The user of one brand will want the other. Varied sizes and 
styles to choose from —all in UNQUESTIONED QUALITY 


“ARTGUM” for 50 YEARS + “GOODYEAR” Since 1911 


BB 15, ROSENTHAL CO. 


No. 1509 (illustrated) 


@ Capacity, 5 lbs. by 
y, yoy Computes 
ge for air mail, 
first class mail and 
merchandise up to 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
pointer automatica y 
indicates the correct 
weight and annem: of 
age requi . 
, noon and durable. 


SPECIFICATIONS 
% ” diameter, glass 
Dial: ora, Red and black 
figures on white, red for 
postage, black for 
weight. 
Platform: 51/2” square. 
Dimensions: 62” x 62 
x9”. 


pancel, Post Scale 
No. 

Packing. One to a carton. 

Weight packed 6 Ibs. 


See your supply house. 


2 SCALE CO. ie 
‘$25 North Ada Street, Chicago 22, 11lineis 2 
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" ‘The RIGHT pencil for t 


- 


~ 
cil For Your \* 
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for accountants, architects and other itinerant 
users . . . and for occasional users because the 
last drop is fresh as the first . . . Grippit for 
everybody who wants the finest non-staining, 
non-wrinkling paper cement money can buy. 30¢. 


Western States: R. L. Smith, 604 Mission St., San Francisco 5 
Canada: McFARLANE SON & HODGSON (LTD), Montreal 


HARRIMAN-WELTS, INC., HAVERHILL, MASS. 
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Office Workers 
Love the Original 


Plastic Type 


Cleaner 


Because it's the mod- 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

@Clean...does not stick to hands... 
odorless...will not soil clothing 
(no liquid to splash) 

@iInexpensive to use...longer lasting! 

@sSold by stationers throughout the 
country...used by business firms 
throughout the world! 

@Ask your stationer...or write 


NORTA DISTRIBUTING CO. 


1123 Broadway New York 10, N. Y. 


A test will prove ...Heyer Inks improve the 
work of any stencil duplicator... give finest 

reproductions on both automatic or hand 
inked duplicators. Black and 7 colors. 


aye: 
the mosticamplete (©. of ne 
me SUTLiCATORs Ged SUPPLIES 

“stencilGelatin—Spirit site nto = a 


8 ee ok ‘a e 3 


-THE HEYER CORPORATION 
1848 §. Kostner Ave., Chicago, U. S. A. 
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Methods Development Manager for Shell Oil 
John W. Haslett has been promoted to the position 


| of manager of the methods development for Shell Oil Co, 
| Inc., New York, it is announced by E. C. Peet, vice president 


and treasurer. 


Administrative management programs, including pro. 
cedure simplification, equipment utilization, and systems in. 
stallations of the company in its New York head office and 
in branch offices in the territory east of the Rockies wil] 
be under Mr. Haslett’s direction. Offices in the field include 
crude oil production areas, refineries, and marketing diyj- 


| sions. 


Mr. Haslett was formerly a management consultant and 
was in charge of organization and methods programs for 
the War Department and the Veterans Administration in 
Washington, D. C. From 1933 to 1938 he was on the editorial 
staff of the New York World-Telegram, and following this 
was executive officer to former City Comptroller Joseph D, 
McGoldrick. Until his present appointment, he was a meth. 
ods analyst for Shell. 


STATEMENT OF THE OWNERSHIP, MANAGEMENT, 
CIRCULATION, ETC., REQUIRED BY THE ACTS OF 
CONGRESS OF AUGUST 24, 1912, AS AMENDED 

BY THE ACTS OF MARCH 3, 1933 and JULY 2, 1946 
Of OFFICE MANAGEMENT & EQUIPMENT, published 
monthly at New York, N. Y., for October 1, 1947 
State of New York ) 
County of New York § ‘* 

Before me, a notary public in and for the State and county 
aforesaid, personally appeared Donald McAllister, who, hav- 
ing been duly sworn according to law, deposes and says that 
he is the business manager of Office Management & Equip- 
ment and that the following is, to the best of his knowledge 
and belief, a true statement of the ownership, management 


| (and if a daily paper, the circulation), etc., of the aforesaid 
| publication for the date shown in the above caption, re- 


quired by the Act of August 24, 1912, as amended by the 
Act of March 3, 1933, and July 2, 1946 (section 537, Postal 
Laws and Regulations), to wit: 
1. That the names and addresses of the publisher, editor, 
and business manager are: 
Publisher Andrew Geyer, Inc., 260 Fifth Ave., New York 1, 
Y 


N. Y. 
Editor, Thomas V. Murphy, 260 Fifth Ave., New York 1, 
N. Y. 


Managing Editor, none. 
Business Manager, Donald McAllister, 260 Fifth Ave., New 


York 1, N. Y. 


2. That the owners are: Andrew Geyer, Inc. (corporate 
name), 260 Fifth Ave., New York 1, N. Y.; Mary A. Geyer, 
114 East 84th St., New York 28, N. Y.; James E. Neary, 260 
Fifth Ave., New York-1, N. Y.; Donald McAllister, 260 Fifth 


Ave., New York 1, N. Y. 


3. That the known bondholders, mortgagees, and other 
security holders owning or holding 1 per cent or more of 
total amount of bonds, mortgages, or other securities are: 

ne. 

4. That the two paragraphs next above, giving the names 
of the owners, stockholders, and security holders, if any, 
contain not only the list of stockholders and security holders 
as they appear upon the books of the company but also, in 
cases where the stockholder or security holder appears upon 
the books of the company as trustee or in any other fiduciary 
relation, the name of the person or corporation for whom 
such trustee is acting, is given; also that the said two para- 
graphs contain statements embracing affiant’s full knowl- 
edge and belief as to the circumstances and conditions under 
which stockholders and security holders who do not appear 
upon the books of the company as trustees, hold stock and 
securities in a capacity other than that of a bona fide owner; 
and this affiant has no reason to believe that any other 
persons, association, or corporations, has any interest direct 
or indirect in the said stock, bonds, or other securities than 


as so stated by him. 
DONALD McALLISTER, 
Business Manager. 
Sworn to and subscribed before me this 8th day of Sep 
tember, 1947. 
(Seal) | WILLIAM B. WIRTENBERG, Notary Public 
(My commission expires March 30, 199) 
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| h I [ R N OW For Holiday Business 


DRAWING SETS 


These outfits are especially designed for students 
of engineering and mechanical drawing as well 
as for professional persons desiring inexpensive 
accurate instruments for home or office use. 


No. 1604 contains: set in- 
struments, 18 x 24 drawing 
board, 24" T-square, 45° 


triangle, 60° triangle, 
French curve, triangular 
scale, eraser, artgum, 


sandpaper pad, protractor, 
thumb tacks, India ink, 12 
sheets 18 x 24 drawing 
paper, 2 pencils, set water colors, brush, pen, mechanical 
drawing book. Complete in cardboard box, each $27.50— 
without instrument set, each $12.50. 


No. 1602 contains: set instruments. 13 x 19 drawing board, 
19” T-square, 60° triangle, 45° triangle, set water colors, 
brush, protractor, triangular scale, 6 sheets 12 x 18 draw- 
ing paper, thumb tacks, 2 pencils, eraser, 
artgum, sandpaper pad, mechanical 
drawing book. Complete in cardboard 
Y box, each $13.50—without instrument set, 
Ty) each $6.50. 


NOBEMA Products Corporation 


141 GREENE ST., NEW YORK 12, N.Y. 


624 So. Michigan Ave. 


"°F OIC YALET 


Office VALET Wardrobe Racks 
and Costumers end “wraps” 
problems, keep clothing “tin 
press," aired on spaced hang- 
ers; provide ventilated spaces 
for hats, overshoes and um- 
brellas. Save floor space, ac- 
commodate 3 persons per square foot. Fit 
in anywhere. Lifetime welded construc- 
tion. Modern lines and colors. 6-place 
non-tipping costumers—!2 and 24-place 
4-foot racks. Endorsed by top office 
planners —in industry—institutions—muni- 
cipal buildings—schools—professional use. 


WRITE FO 
BULLETIN 
No. H4 


VOGEL-PETERSON CO. 
Chicago 5, U. S. A. 


Exclusive with Spencer, this “NO 
SPILL” dispenser is welcomed by 
offices and users everywhere. In 
% \b and 1 Ib sizes, it cuts waste, 
it’s convenient, sturdy and easy to 
use. Looks well 
Write for complete 


on any desk. 


4 


N 
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PENCER RUBBER PRODUCTS COMPANY 
Rell Bands 


cONWN 


information. 


MANCHESTER 
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ARMA GEM Clips FFICES apa NO-SLIP CLIPS 
ARMA SNAGPROOF 
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ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 
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PITTSBURGH CUT WIRE CO. 
1112-20 Galveston Ave. Pittsburgh (12) Pa. 


es 
123-129 Morris St. Jersey City, N. J. 
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Fulton De Luxe 
OFFICE PRINTING OUTFITS 


. . . also for DRI-KWIK Stamp Pads 
and Inks and a complete line of 
Numberers, Daters and other office 
specialties. 


No. 11/2 Fulton 
LINE DATER 


Write for our 
complete catalog 


FULTON SPECIALTY CO. 


eo 
M 
FE 200 FIFTH AV... NEW YORK CITY 10.N.Y. 
FACTORY AT ELIZABETH 1. NU. AURORA, ILLINOIS 

“MANUFACTURERS OF QUALITY SINCE 


for having that PAYROLL answer--- 


in one Complete Yearly Record 


WATSON'S 
PAYROLL RECORD 


a cemplete YEAR'S record — eae ee 

for ANY business with The Gavrin “Form-Efficiency Clinic” will gladly 
- p.. & nagar aoe analyze any company’s various office forms— 
oak Gaels _ such as acknowledgment, shipping label, in- 


Actual government 
forms and tax tables 
FULLY explained and 
filled out. In everyday 
language, anyone can 
use and understand. A 
full year's record cost- 
ing your customer less 
than a cent a day. 


@ Tops in appearance = 
and quality — Modern daa 
styled, transparent ace- ARTHy a 
tate cover—it's new — a ebst PRESS ing 
making an attractive, . 
self-selling display — 
lasting durability. Col- 
or spiral binding for 
easy turning — pages 
that really lay flat. 
High quality ledger 
paper for easy writing 
and reading. 

@ Amazingly complete 
content — Individual, 
weekly and quarterly | C. 
payroll forms—simple, Nt F 
yet complete—easy to = ial | 
foliow. The most prac- S 
tical and all - inclusive = 
payroll record yet 
developed for small 
business. 


from your local office supply house. If not availabl ite to: DEPT. 
Watson Publishing Co., P.O. Box 564, South Gate, California ARTHUR J. GAVRIN PRESS, Inc. 1, 
New Rochelle +¢ New York 1 
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voice, bill of lading, etc.—with a view to efficient 
consolidation. It's free—no cost, or obligation. 


Send in coupon NOW—we'll send you A/ 
4 supply of Analysis Blanks 


to fill out. FREE! 
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THE MOBILE 
FINEST STRAIGHTEDGE MADE 


Blade is of lustrous black plastic. Edges are clear white 


transparent plastic. This straight-edge has retractible 
rollers which permit straightedge to roll over drawing. 
It will pay you to investigate. Available sizes: 30” 
through 96”. 


IDEAL STRAIGHTEDGE 


A fitting companion to the Mobile. Also made of black 
plastic with clear transparent edges. Both models can 
be had in either plain or parallel ruling styles in sizes 
30” through 96”. 


Literature Available on All Products 


ENGINEERING MANUFACTURING CO. 


619 No. Commerce Street Sheboygan, Wisconsin 
Where FINE Drafting Equipment Predominates! 


soe 
handsome new Apsco 
Dexter Deluxe Model 


AUTOMATIC PENCIL SHARPENER CO. 
World’s Largest Producer of Pencil Sharpeners 
ROCKFORD, ILL. * LOS ANGELES + TORONT? 


DOR AN Announces Their New Grained 
Walnut Masonite Top Utility Table 


IMMEDIATE DELIVERY 


No. 1000. Top—Grained walnut masonite—16” x 18” closed, 16” x 36” 
open. 


Drop leaves—Two, 9” x 16” with automatic drop leaf arm support. 
Casters—Easy rolling, large bakelite. 

Finish—Walnut underconstruction with grained walnut masonite top. 
Shipping—Packed one to a carton completely set up. F.O.B., factory. 


Created, designed, developed and sold exclusively by 
GUS SOLOMON AND ASSOCIATES 


Designers of Office Equipment 
1525 E. 53rd St. Chicago 15, Illinois DORchester 3010 


The 
Last 
Word 
in 
Desk Files 


WL VAL A 


PLATES EASILY ADJUSTED TO 
ANY SIZE SPACING 


12" long. Steel. Finished in hammertone golden brown enamel. 
Rubber feet. Has 6 upright dividing plates approx. 6x10" which 
slide in groove. A press of your finger and you move a divided 
plate to accommodate a large telephone book. Another press 
and you move a plate to within 1/16" of another, holding up- 
right a single sheet of paper. No screws. No rods. Efficient. 
Attractive. Sturdy. This file will interest you. Get particulars 
today. List $7.95. 


Filo Also Available for Double Desk Drawers and 
File Cabinet Drawers 


WEBER OFFICE SPECIALTY CO. 
1328 W. Sixth St. Los Angeles 14, Calif. 


November, 1947 
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OFFICE DETAIL 
...in Chrome 


The streamlined 
chrome chair offers 
a measure of effi- 
ciency in its com- 
pact design where 
space is limited or 
seating facilities 
must be enlarged. 


All the comfort of 
a larger chair in 
this tidy, heavily 
padded 4-leg chair. 
Curved back con- 
forms to the body. 


Upholstered in 
leatherette in your 
choice of colors. 
Quick shipment on 
red. 


Write for free brochure of 
Ard’s 70 fine chrome specialties. 


29 VINE STREET 
AR 0 MFG. CO. sox 442 


EVANSVILLE 8, INDIANA 


SUPERIOR IN QUALITY... 
AUTOCOPY STENCILS 


Stencils of superior quality for all duplicating 
machines. Manufactured of the highest grade 
materials. AUTOCOPY Stencils are quick-drying, 
long-lasting and produce clean, clear and sharp 
copies. 


AUTOCOPY, INC. 


462 W. Superior St. 18 W. 18th Street 
Chicago 10, Illinois New York 11, N.Y. 


PReucnal STEEL FILE 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payabk 
in advance. Address replies to all Box Number ads e/g 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 


Oe meres 


Employment Service 


SALARIED POSITIONS—$2,500-$25,000. This personal service of 
37 years’ recognized standing negotiates for supervisory, technical ang 
executive positions of caliber indicated. Procedure individualized to 
your requirements. Modest fee protected by refund provision. Identity 
eovered and present position protected. Write for details. R. W, 
BIXBY, INC., 292 Dun Bldg., Buffalo 2, New York. 


EXCEPTIONAL OPPORTUNITY—Permanent Connection for steady, 
dependable salesman of carbon papers, ribbons, duplicating supplies, 
etc. Openings now available in Indiana, Kentucky, Illinois, Michigan, 
Salary, commission and expenses paid. Write in confidence, stating age, 
Past and present connections. etc. INTERNATIONAL CARBON ¢& 
RIBBON CO., INC., LOGAN, OHIO. 


SALESMAN—Part time or side line to sell nationally advertised photo 
copying equipment (together with your other lines) to offices, banks, 
and all other industries. Commission only. GENERAL PHOTO PROD 
UCTS CO., Chatham, New Jersey. 


EXECUTIVE SECRETARY would like a job where she will be kept 
busy and interested. Fifteen years’ experience. College education, 
Shorthand dictation very fast. Statistical background. Box 11, 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave., New York, 


ASSISTANT SALES MANAGER—for wholesale paper merchant; direct 
sales to operators of paper-using office equipment. No paper experience 
necessary. Experience in office equipment field important. Good starting 
salary. Advancement based on performance. Write fully Box 13. 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave., New 
York. 


Lines Wanted 


DEALER wants an office specialty. Must be new and appealing. Item 
must retail under $5.00 and have repeat possibilities. Write H. E. 
MORRISON, 4024 Central Ave.. Indianapolis 5, Indiana. 


For Sale 
CASTERS: Special offering of 2” Plastic Wheel Casters for Tubular 
Secretarial Chairs. ete. Net prices—100 sets or more, Y0c per set: 


Less than 100 sets, $1.10 per set. Shipped Prepaid. DEPENDABLE 
MANUFACTURING COMPANY, 1908 California Street, Omaha 2, Nebr. 


—————————————————— 


Write for Catales 


November, 197 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent. reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment. including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 
Write for prices 


Heineman Office Equipment Co. 


4.N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


FOLDING CHAIRS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 

armchairs, folding tables. 

PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


yt 


READY IN ‘48 


WRITE FOR ILLUSTRATED FOLDER 


LITHOMAT CORPORATION 


CAMBRIDGE 41, MASSACHUSETTS 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


SINCE 1674 


PRIGINAL( JDHNER | FIGURES FAST — 
Set cee on nan : , When and Where You 
HINE TO COUNT ON Need Them 


HERE’S THE ANSWER 
to management's demand 
for a low priced, fast 
ealculator. Entirely por- 


table. Ready to go any 
place — any time. Hun- 
dreds of auxiliary uses in 
large organizations. Kee 
one on every desk, where 
quick calculations ar, 
necessary. 


Back Transfer device is 
an exclusive feature. not 
featured on any 


A HANDY CALCULATOR 
machine 
Ask for Bulletin SO113 gl - FB 


. Prompt delivery 
from stock. Carrying 
case extra. 


WAN SORVALL Nw York 20, N. v. 


November, 1947 
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YOU Get The LOOKS and PROTECTION 
YOU WANT — 


with MASO'S 
‘BUMPER’ BASKET 


For looks, you have a top quality, 
heavy gauge steel basket in your 
choice of walnut, green or greybaked 
enamel finish. Four built-in rubber 
bumpers at the top corners protect 
your furniture from bumps, scratches, 
etc. Reinforced corners, welded con- 
struction: Height, 14%”; top, 11%"; 
bottom, 10”. 


Order From Your Stationer 


 MASO STEEL PRODUCTS 
Dept. M, 500-32 S. Throop St. Chicago 7, Ill. 
Typewriter Stands, Utility Tables, Desk Trays, Etc. 


Visible Record 


wl = Cards 
Sales Quick 
Stock Flexible x 4" § 3 4 5 
Credit Portable 


Cost Saves Time ouapee 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years national use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
) in., $4.40; 10x4 in., $5.30.. Order now. Send no 
money. Satisfaction Guaranteed. 


Write for Catalog. 
ROSS-GOULD CO. 
311 N. Tenth St. (LOT. | LOUIS 


Sheets of Cards 


Handifax 


AT STATIONERY AND MAP STORES 


: ¢ : 
ES LITHO 
yable Af , 
oe ee 
ce ol Wea 
il and 
edo Fe | 
lentity : 
R. W. — , 
steady, : 
higan, — 
banks, . 
PROD- —- : 
—— ee | 
an , ee | 
cation, ™ ; 
= ‘ 
| * sa, x | | 3 7 
_ A | - “as 
H. E. —s. ° ee x ee! ‘ 
\ | \ | gag = es 
Pr set: ( 
ABLE 
. Nebr. a é 
| LE i Any Rec 
Be . } 
Pe ND | 
S : 
LS UJ 
‘ 
i 
| Clee") +! Tee 
—y SNS eeee ce gD | 
r all 5 So ; - a yee i 47) 
wate. 2 A 2, ° a 
a a . _ fh. 
Toy ae. eo ae 
= Pe™ Ph wore | 
on) a cael 
7 a - ee 
Catelot a ee 
7) a 101 
rug Pe oul a q Sn eid a aera oe et chee {aes ae, ae a oy ae, ; S a ot 
i = + oe ety So Ue” ee gS i re ee 


ene of noe” 
me 10m OF Wt 
eel 


wwe 
conn 80007 
as rome 15 FUR 


See for yourself how much copying time 


for lagraph saves! 


This new analysis form enables you to estimate just how 
much copying time Portagraph will save you. Simply have 
your typists use this form for two weeks to keep a record 
of the copying they do. When they return the completed 
form, total up column 6 (see illustration) and divide by 60 
The answer will be about the number of hours it takes to 
make Portagraph copies of those same records. 

The time savings alone will amaze you. But remember— 
Portagraph eliminates the proofreading indicated in column 
7, too. It copies signatures and seals. And best of all, your 
oFee girl can operate it efficiently. Your typists are free to 
do nore deiner creative work. 


ET ee 


- No darkroom needed. 


2. No experience required. 


w 


- Automatic electric timer. 


4. Automatic light control. 


nm 


. Light tight storage space. 
6. All steel construction. 


7. Starts at $69.50 


= GET YOUR SUPPLY OF THESE FORMS TODAY.. 


| RemingZon 


Gentlemen: Send me the following number of analysis forms: l 


. THEY'RE FREE 


Photo Records Division - Room 2621 
315 Fourth Avenue, New York 10, NY 


250 507 50 100 2 
H NAME TITLE I 
COMPANY I 
| ADDRESS I 
ZONE___STATE j 


CITY 
L-----~-~--—--- u 


INDEX TO ADVERTISERS 


A 


Acco Products, Inc. 
Accurate Parts Mfg. Co. 
Ace Fastener Corp. 
Acme-Lite Products Co. 
Adirondack Chair Co. 
Alliance Rubber Co. . . 
All-Steel Equipment, Inc. . 
Allsteel Scale Co., Inc. 
Aluminum Cooking Utensil 


Co. ona 
Amberg File & Index Co. 
American Hair and Felt Co. 
Ard Mfg. Co. .. 
Autocopy, Inc. 
Automatic Pencil Sharpener 

Co. : 


B 


Bates Mfg. Co. 
Binney & Smith Co. 
Blaisdell Pencil Co. 
Blue Robin Corp., The .. 
Bonnar-Vawter, Inc. 
Browne-Morse Co. ‘ 
Brush Development Co. . . 


Cc 
Cardinal Sales, Inc. .. 


Cincinnati Time Recorder Co. 


Clarotype Co., Inc., The .. 
Codo Mfg. Corp. . 
Cole Steel Equipment, Co., 


100 


76 


100 
. 100 


99 


8rd cover 


89 
92 
89 
90 
26 


15 


91 
93 
92 
72 


Inc. 31, 32, 33, 34 


Cook Co., H. C. 
C@hru Ruler Co. 


D 


Dazor Mfg. Corp. 
Diebold, Inc. .. 
Doran Mfg. Co. .. 


E 


Eagle Pencil Co. 

Eastman Kodak Co. .... 
Elbe File & Binder Co., Inc. 
Engineering Mfg. Co. .. 
Esterbrook Pen Co. ‘ 
Eureka Specialty Printing Co. 


F * 


Faber Pencil Co., Eberhard 
Faries Mfg. Co. . : 
Federbush Co., Inc. = 
Feldeo Loose Leaf Corp. . 
Finch & McCullouch .. 
Fulton Specialty Co. 


G 


Gavrin Press, Inc., 
Genera! Fireproofing Co. 


Arthur J. 


94 
86 


19 
93 


28 
22 

4 
10 
98 
98 


98 


11, 12, 13, 14 


General Pencil Co. .. ny! 
Globe-Wernicke Co., The 
Gonco Mfg. Co. .. 


H 


Hanson Scale Co. 
Harriman-Welts, Inc. 
Heineman Office Equipment 


OB. ee 
Heyer Corp., The 


I 
Indiana Desk Co. 
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20 
73 
St 


95 


101 


96 


6,7 


Industrial Tape Corp. 
Invincible Metal Furniture 


Co. es eee i 
K 
Koh-I-Noor Pencil Co. .,_. | 
L 
Lithomat Corp. 4 10) 
M 
Manifold Supplies Co. a 
Maso Steel Products .. 1 
Mittag & Volger, Inc. ... I 
Moore Push-?in Co. ..... 1g 
Morgan Co., C. G. ... 10... gy 
N 
National Pencil Co. . & 
New Indiana Chair Co. .... ¢ 
Nobema Products Corp. .... g 
Norta Distributing Co. . # 
O 
Office Management Associa- 
tion of Chicago ......., 8 
Office Management and 
Equipment ... —— 
P 
Pittsburgh Cut Wire Co. ... 
R 
Remington Rand, Inc. . .83, 1@ 
Rex-O-Graph, Inc. ........ 
Rosenthal Co., The ..... § 
Ross-Gould Co. fs 1 
Ss 
Schollhorn Co., William |... 9 
Security Steel Equipment 
Corp. - 
Seng Co. .. 
Sengbusch Self-C losing Ink- 
stand ... & 
Sheaffer Pen Co., W. A. .... 11 
Sheppard Co., C. E. . . 


Solomon & Assoc., Gus ‘a 

Sorvall, Ivan .. . 
Speed-O-Print ....... 2nd cover 
Spencer Rubber Products Co. 7 
Staedtler, Inc., J. S. ...... % 
Sturgis Posture Chair Co. .. % 


U 
Underwood Corp. Ath cover 
Universal Office Equipment 
Co. 
Vv 


ictor Safe & vines Co., 
Inc., The .. 


Vogel-Peterson Co., Inc. me 


Ww 


Watson Publishing Co. 
Weber Office Specialty Co... 
Webster Co., F. S. : 
Write, Inc. ... 


2e2es 


Yawman & Erbe 7m Co. 


Inc. 
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~ with UNDERWOOD SUNDSTRAND — 
a “Accounting M a 


.. . and what do we mean by 
proved accuracy? 
Consider Accounts Receivable post- 
ing as an example. With the Sund- 
strand machine, customers’ statements 
are prepared simultaneously with the 
posting of the ledger. 


And, as each posting is completed, 
printed evidence of accuracy is fur- 


nished automatically by the machine. 


You get PRODUCTION plus PROVED ACCURACY... 


This mechanical proving of the wor’: 
as it progresses eliminates, the need 
for time-consuming checking oper- 
ations. Work is speeded up. Books 
are always in balance. You save hours 


... and eliminate overtime work. 


Speed comes naturally with Sundstrand 
machine operation. Notice the key- 
board — only 10 numerical keys — 
grouped under the finger tips of one 
hand! Office clerks~ develop high 
speed after just a few hours’ practice. 
And, you use your own personnel. 


ao # 


Underwood Corporation 


Accounting Machines . . . Typewriters . .. Adding Machines... 
Carbon Paper . . . Ribbons and other Supplies 


ONE PARK AVENUE, NEW YORK 16, N. Y. 
Underwood. Limited, 135 Victoria St., Toronto 1, Canada 


Sales and Service Everywhere 


You'll find that other applications) 
Accounts Payable, Payroll, Stag 
Records, and many other account 
jobs are handled easier, faster, 

more economically with Underwot 
Sundstrand Accounting Machines 


There’s a trained Underwood Rept 
sentative in your community .; 
ready and able to help you save tit 
and money on accounting problet 
with the versatile and flexible Sutra 
strand Accounting Machines . +@ 
Call him today. 
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